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ABSTRACT 
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FOREWORD 



The need for competent administrators of vocational edu- 
cation has long been recognized. The rapid expansion of voca- 
tional education programs and increased student enrollments have 
resulted in a need for increasing numbers of vocational adminis- 
trators at both the secondary and pos tsecondary levels. Preser- 
vice and inservice administrators need to be well prepared for 
the complex and unique skills required to successfully direct 
vocational programs. 

The effective training of local administrators has been 
hampered by the limited knowledge of the competencies needed 
by local administrators and by the limited availability of 
competency-based materials specifically designed for the prepara- 
tion of vocational administrators. In response to this pressing 
need, the Occupational and Adult Education Branch of the U.S. 
Office of Education, under provisions of part C — Research of the 
Vocational Education Amendments of 1968, funded the National 
Center for a scope of work entitled "Development of Competency- 
Based Instructional Materials for Locrl Administrators of Voca- 
tional Education" during the period 1975-77. That project had 
two major objectives: 

1. To conduct research to identify and nationally verify 
the competencies considered important to local admin- 
istrators of vocational education. 

2. To develop and field test a series of prototypic 
competency-based instructional packages and a user's 
guide. One hundred sixty-six (166) high priority 
competencies were identified and six prototypic modules 
and a userJs guide were developed/ field tested, and 
revised. 

While six modules had been developed, many more were needed 
to have competency-based materials that would address all the 
important competencies that had been identified and verified. 
In September 1978 several states joined with the National Center 
for Research in Vocational Education to form the Consortium for 
the Development of Professional Materials for Vocational Edu- 
cation. Those states were Illinois, Ohio, North Carolina, 
New York, and Pennsylvania. The first five states were joined 
by Florida and Texas later in the first year. The first objec- 
tive of the Consortium was to develop and field test additional 
competency-based administrator modules of which this is one. 

Several persons contributed to the successful development 
and field testing of this module on managing student recruit- 
ment and admissions. Lois G. Harrington, Program Associate, 
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INTRODUCTION 



Attracting qualified, interested students to the vocational 
programs offered by the institution (recruitment) and helping 
these students enroll in appropriate programs ( admissions ) are 
two tasks requiring the attention of the vocational administra- 
tor if the vocational programs are to succeed. A valuable data 
processing program cannot sustain itself if sufficient numbers 
of prospective students do not enroll because they are unaware, 
of its existence. Students who find they cannot graduate as 
planned, because they lack sufficient credit hours or a required 
course/ will not be likely to convey a positive view of the pro- 
gram (or institution) to others. 

An administrator's responsibility for each of these tasks — 
recruitment and admiss ions- -may vary in scope depend ing on 
(1) his/her administrative level? (2) whether he/she is in an 
area vocational school, a comprehensive high school, or postsec- 
ondary institution; and (3) the size of the institution and num- 
ber of support staff. However, even if the administrator can 
delegate responsibility to public relations staff, counselors, 
other administrators, and teachers, ultimately the responsibility 
for these tasks rests with the administrator. It is up to the 
administrator to do the following; 

• Precede any delegation of responsibility with solid 
planning 

• Supplement delegation with reasonable assistance and 
monitoring 

• Follow up on the delegated tasks to ensure their suc- 
cessful completion and to assess how the completion of 
such activities could be improved in the future 

This module is designed to provide you with background 
information on recruitment and admissions. Hands-on experi- 
ences are also provided to help you acquire the skills you need 
to (1) define your own administrative role in these activities, 
and (2) effectively manage recruitment and admissions as part of 
your duties — current or future — as an administrator in an actual 
secondary or postsecondary institution. 
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Module Structure and Use 



This module contains an introduction and three sequential learn- 
ing experiences. Overviews, which precede each learning , experi- 
ence, contain the objectives for each experience and a brief 
descr ipt ion of what the learn ing experience involves . 



Objectives 



I T erminal Objective ; Wh ile working in an actual 
^ administrative situation, manage student recruit- 
ment and admissions. Your performance will be 
J assessed by your resource person, using the 
"Administrator Performance Assessment Form," 
pp. 79-83. (Learning Experience III) 



Enabling Objectives ; 

1. After completing the required reading, develop 
a hypothetical recruitment plan for a given 
situation. (Learning Experience I) 

2. After completing the required reading , cri- 
tique the performance of an administrator in a 
g iven case study in planning and ma nag ing the 
institution 's admiss ions procedures . ( Learn- 
ing Experience 1 1 ) 



Prerequisites There are no prerequisites for this module. How- 
ever, s ince recrui tment and promo t ion are so 
closely tied together, you may wish to complete 
the following module concurrently with this one; 

• Promote the Vocational Education Program 



Resources a list of the outside resources that supplement 

those contained within the module follows. Check 
with your resource person ( 1 ) to determine the - 
availability and the location of these resources, 
(2) to locate additional references specific to 
your situation, and (3) to get assistance in 
setting up activities with peers or observations 
of skilled adminis trators . 
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Learning Experience I 



Required 

• A RESOURCE PERSON to evaluate your compe- 
tency in developing a hypothetical recruit- 



ment plan. 



Optional 

. A MEDIA PRESENTATION DESIGNED FOR RECRUIT- 
MENT PURPOSES that you caa view. 

. SAMPLE PRINTED RECRUITMENT MATERIALS that 
ycu can review and critique. 

. an' ADMINISTRATOR OR OTHER PERSON RESPONSI- 
BLE FOR RECRUITMENT whom you can interview 
concerning recruitment procedures and tech- 
niques, problems and solutions. 

• STAFF AT FEEDER SCHOOLS whom you can 
interview concerning appropriate vocational 
awareness and recruitment actjjvi-ties. 

. STUDENTS whom you can interview concerning 
their impressions of vocational education. 

• PROSPECTIVE STUDENTS whom you can inter- 
view to determine what questions they have 
about. a particular institution and its voca- 
tional programs. 

. STUDENT VOCATIONAL ORGANIZATION MEMBERS 

whom you can interview concerning their pos- 
sible role in recruitment. 

Learning Experience II 

Optional 

' . AN EXPERIENCED ADMINISTRATOR whom you can 
interview concerning his/her role in the 
adrdssions process. 

. STAFF WITH DIRECT RESPONSIBILITY FOR 

ADMISSIONS/ENROLLMENT whom you can interview- 
concerning recommended procedures, do's and 
don'ts, problems and solutions. 



Learning Experience III 
Required 

• AN ACTUAL ADMINISTRATIVE SITUATION in 
which, as part of your duties, you can 
manage student recruitment and admissions* 

• A RESOURCE PERSON to assess your compe- 
tency in managing, student recruitment and 
admissions* 

Selectfid Terms Administrator — refers to a member of the second- 
ary or postsecondary administrative team. This 
generic term, except where otherwise specified , 
refers to the community college president, vice- 
tpresident, dean, or director;^ or to the secondary 
school principal, director, oV superintendent . 

Board — refers to the secondary or postsecondary 
educational governing body. Except where other- 
wise specified, the term "board" is used to refer 
to a board of education and/or a board of 
trustees. 

Institution — refers to a secondary or postsec- 
ondary educational agency. Except where other- 
wise specified, this generic term is used to refer 
synonymously to secondary schools, secondary voca- 
tional schools, area vocational schools, community 
colleges, postsecondary vocational and technical 
schools , and trade schools . 

Resource Person — refers to the professional educa- 
tor who is directly responsible for guiding and 
helping you plan and carry out your professional 
development program. 

Teacher/ Ins true tor — these terms are used inter- 
changeably to refer to the person who is teaching 
or instructing students in a secondary or post- 
) secondary educational institution. 
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User's Guide For information that is common to all modules, 

such as procedures for module use, organization of 
modules, and definitions of terms, you should 
refer to the following supporting document: 

Guide to Usi ng Competency-Ba sed Vocational 
Ed ucation A diTiFTistrator Materials . Columbus, 
Qjj^ — The Center for Vocational Education, The 
Ohio State University, 1977. 
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This module addresses task statement numbers 50, 51, and 80 from 
Robert E. Norton et al.. The Identification and Na tiona l veriti 
iTiol o f Compet e ncies Important to Secondary and P°;t-Seconaary 
miTT^flt^rs of vocatio nal Education (Columbus , OH; The Center 
for vocational Education, The Ohio Sta te University, 1977). The 

1^6 task statements in this document, ^^^-Jj^^onarCenter ' s 
important, form the research base for the National Center s 
competency-based administrator module development. 



tearning Experience I 



OVERVIEW V 




Activity 



Optional 
Activity 



After completing the required reading, develop a 
hypothetical recruitment plan for a given situ- 
at ion. 




You will be reading the information sheet, "Stu- 
dent Recruitment," pp. 9-30. 



If your situation allows, you may wish to increase 
your knowledge of available recruitment practices 
by completing one or more activities involving 
contacts with actual school situations (e.g., 
interviews with administrators, or locating and 
critiquing existing recruitment brochures). 



You will be developing a hypothetical recruitment 
plan for a. given situation by completing the 
"Recruitment Worksheet , " pp. 33-36 . 




Your completed "Recruitment Worksheet" will be 
evaluated by your resource person, using the 
"Recruitment Checklist," pp, 37-38. 
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OFor information describing what stvident recruitment 
is, why it is important, and specifically, what tech- 
niques can be used, read the following information 
sheet. 



STUDENT RECRUITMENT 



While many differences exist amon^^ the types of institu- 
tions that offer vocational education programs, a successful voca- 
tional education program, in any institution, requires students 
as well as teachers, facilities, and a relevant curriculum. Stu- 
dents do not automatically appear on opening day. Rather, a num- 
ber of student rec rui tment activities must be planned and carried 
out by both secondary and postsecondary institutions to make pro- 
spective students aware of- and interested in enrollment. As a 
vocational administrator, you will be responsible for supervising 
and participating in the planning and implementation of various 
recruitment activities. In developing an overall recruitment 
plan, you and your staff will need to do the ' following : 

• Identify funds available for recruitment 

• Establish recruitment priorities'^ 

• Select a variety of recruitment techniques 

• Decide who will be involved ir the various^ recruitment 
activities 

• Determine when the various activities are to be con- • 
ducted 

• Detenpine how recruitment activities will be evaluated* 

• Develop the budget for recruitment 

Identifying Available Funds 

When the i^sti tut ion ' s ^ annual operating budget was deter- 
mined , a certain amount of money should have been earmarked for 
recruitment purposes (e.gT, recruitment of new students or of 
adults for continuing education programs). Ideally, this should 
have been determined baseci, on recruitment plans. If money w^.s 
not specifically designated for recruitment, it might be possible 
to obtain a spec ial appropr iat ion from uncommitted funds . Thus , 
your first step in developing spec if ic recruitment plans is to 
identify the resources available to you for this purpose. These 
resources may include services and materials on hand, as well as 
funds. 
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Establishing Recruitme nt Priorities 

=Kio 1-0 select recruitment strategies and 
Before you are a^J^^^to select recr carried 
cl-arly establish how and when these strategies 
oit! you as .n administrator ^""^^ have established a 
taaking rational decisions J^^J^^^^S^J^^.^^rttf /need to establish 
matters. In other words, you and y°"y^^ careful consideration 
your recruitment priorities based on m subsequent 
of the nature and goals of your J^^^^^ ^^^^ „here these persons 
decisions concerning who should be ^^^^^^^^^ ' ^^^T^ted . Estab- 

secondary area vocational school servg -^g^itution (two-year 
(feeder schools), or (3) a ^secondary college). These 

technical school, community college or Dunior^col^ g^)^.^^ 

three settings are f/^^^^;4^,f3: """successful recruitment of stu- 
ferent recruitment strategies. ou ^ gi^e high school 
dents into vocational programs ^^3^3^°^P^:^"/ievel , luccessful 
means ££oaram survival; at the postsecony^^.^^^^ survival, 
recruitment may have implications ror ii 

be considered, including the following: 

• -e_ther^admis^^ 

a whole?--This is mosc ^^^^^^^^^/^^^at ional school may 
liViiraltho'ugh a secondary area v-at lonal _ ^ 

II- j:^rc%rt- r - 5;-/-r;3 -dfry-n^iiru- 

^-/-admTronly ^tuden^s wft ig^Jc-l diplomas an^ 

^rmrttfd°u:;drr Sp:c!fl^?irruirta^c:srAc to your 

state plan, who is eligible for enrollment? 

. Wha^tionalZt^^ 

hl}^rease ^"^-gg^|g^p eople unaware of the program? Is 
ment been low: ^re peopi ^^^^^ instruc- 

rorLe'^?rpUn'?eJ^^rnt'=s?fat:^i^s to remedy the pro.ie.. 
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Are you offering any new programs for the- first time 
that may require special recruitment attention? 
W hat are the entry requirements for individual program 
offerings ? — Are certain courses or testing requirements 
prerequisite to program entry? 

What special requirements is your institution committed 
to meeting ?--Because of recent legislation, it is 
extremely important that each educational institution 
upholds its responsibility for ensuring equal access to 
its vocational programs. You are mandated by law to see 
that no individual is denied recruitment information by 
virtue of his/her sex, religion, race, or handicapping 
condition. What measures can you take to ensure that 
this mandate is met? How can you reach prospective stu- 
dents who have previously been unfairly discouraged from 
enrolling in vocational programs? How can you provide 
encouragement for both men and women who wish to enter 
occupational programs that are nontraditional for their 
sex? Will your institution be mainstreaming students 
with special needs into the regular classroom, developing 
separate special needs programs, or both? If you plan to 
offer special programs for the training of such groups as 
minorities, dropouts, and the unemployed -( e . g . , coopera- 
tive education for the disadvantaged or CETA-supported 
programs), such programs are often supported by special 
funding. If so, there may be specific eligibility 
requirements. These requirements will influence your 
recruitment priori^ies and activities. 

Are t here any ot^.er factors influencing your recruitment 
decisions ? — For example, outright advertising via posters 
or public address announcements is often discouraged in 
secondary schools because every student "recruited" from 
one class could cause enrollment problems for another. Oi 
the other hand, advertising may be acceptable, and even 
encouraged, if it is designed to recruit dropouts, dis- 
advantaged students, and students for programs nontradi- 
tional for their sex. In addition, if you are recruiting 
students from a high school into a secondary area voca- 
tional school, your recruitment activities would have to 
be coordinated and compatible with the guidelines and 
policies set by that school. If you are at the postsec- 
ondary level, you may be required to limit your recruit- 
ment activities to a given geographic area (e.g.f a schoo 
district or specified counties) in order not to "steal 
students within the geographic "jurisdiction" of another, 
similar institution. 

Who must approve any proposed recruitment activities? 
Is your sign-off sufficient or do you need to gain 
higher administrative approval? Should the advisory 
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committee/council be asked to review and endorse certain 
recruitment plans? 

Who and where > Who should be recruited and where they can 
be found will, in large part, be defined by your answers to the 
previous questions. Again, the type of institution in which you 
work will greatly determine whom you will be serving. However, a 
primary goal of any educational recruitment program should be to 
enroll those individuals whose qualifications, career objectives, 
and needs correspond with the requirements, intended outcomes, 
and goals of the vocational and/or technical programs offered by 
your institution. 

If you are an administrator of a comprehensive high school, 
you will be working with whatever student population is assigned 
geographically to your secondary school. Your prospective voca- 
tional students will be limited primarily to those enrolled 
within the school, plus dropouts and transfers. Thus, a great 
deal of your recruitment effort can be spent on in-school activi- 
ties (e.g., bulletin boards, school assemblies, or work with 
counselors). In addition, however, some preliminary awareness 
and liaison activities may appropriately be conducted at feeder 
schools (i.e., junior high schools). 

If you are an administrator of a secondary area vocational 
school, your institution may offer students a wider diversity of 
vocational programs from which to choose, and your recruitment 
area will include the secondary students enrolled in a number of 
district feeder schools. In recruiting these students, probably 
primarily through activities conducted at the feeder schools, you 
need to bear in mind that you are not just asking them to select 
vocational programs, but to leave their home school (and friends) 
for at least part of the day. 

In contrast to the daytime classes at the comprehensive high 
school and the secondary area vocational school, the prospective 
students for adult evening classes or for two-year postsecondary 
institutions would be high school graduates and older adults from 
a large geographic area who want or need to enter vocational 
programs in order to acquire entry-level skills, update their 
present skills, or be retrained. Of course, many postsecondary 
students are recruited from secondary schools locally , across the 
state, or even from outside the state, especially in cases in 
which unique or very specialized training is offered. However, 
in view of declining secondary school enrollments, it is becom- 
ing increasingly important for vocational administrators to 
direct their recruitment efforts toward older adults (e.g., 
women who wish to reenter the labor market, retirees, men and 
women who are involved in a career transition, or the handicapped 
and economically disadvantaged whose educational and employment 
opportunities have been limited). Consequently, your recruitment 
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activities would have to be more diverse, designed to reach a 
broader audience, and geared to tap a wider range of promotional 
mediums. 

Three other sources of students, especially for the post- 
secondary level, that should not be neglected are employers, 
unions, and government programs. Each of these three sources 
has training needs that, with coordination and cooperation, your 
institution may be able to meet, totally or in part. For exam- 
ple, to obtain journeyman status in an occupation, most individ- 
uals must complete an apprenticeship program that involves two 
components: on-the-job training and f^^^^ed classroom instruc- 
tion. Who is going to provide the related classroom instruction 
for these individuals? If you can work with the union and 
employer--often represented on a joint apprenticeship and train- 
ing committee (JATC)— and convince them that your institution has 
the capability to cooperatively work with them to meet their 
training needs, your institution could provide the course work 
for apprentices. The JATC often controls a local training trust 
fund and may be willing to help defray part of the program and 
instructional costs. 

Federal programs designed to provide training for employment 
need to be considered, also. These may change . ^ fi'" 
cies change, so you need to keep up to date in this area if you 
are to be responsive to these identified needs. For example, 
CETA (Comprehensive Employment and Training Act) programs can be 
an excellent source of students. By including a CETA counselor 
on the advisory committee and keeping the CETA office informed of 
their program in practical nursing, one area vocational center 
secured the enrollment of ten additional students in their adult 
practical nursing class. 

How actively to recruit. As with the "who and where" dec i- 
sions7T^Fr~ o£ your decision s in this area will have been deter- 
mined based on your answers to the questions concerning your 
institution's nature and goals. You will know, for example, that 
iSu need to be careful not to authorize heavy vocational recruit- 
ment activities at the secondary level that could be construed as 
unf^i? to other programs. You would know if your postsecondary 
recruitment efforts had to be limited to a specific geographic 
area., 

At the secondary level, the recruitment activities should be 
equitable to all programs. Much of the recruitment may well take 
the form of "awareness" activities (i.e., informing students 
about the full range of opportunities available to them in 
advance through such techniques as conferences with counselors or 
advisors, school assemblies, or bulletin board displays). How- 
ever, if a new program is planned or if special populations 
(e.g , disadvantaged, limited English proficiency, handicapped. 
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or women) are sought, then a more intensive recruitment effort 
may be required, at least initially. 

If you are an administrator in a pos tsecondary institution, 
you will be competing with other pos tsecondary institutions 
(e.g., colleges and universities, proprietary schools, and other- 
two-year colleges) in order to attract students. In addition, if 
the prospective student is employed, you are competing for his/ 
her work or recreation time. As a result, it will probably be 
necessary for you to implement an aggressive, as well as compre- 
hensive, recruitment program. You will need to develop contacts 
not only with secondary schools, but also with a variety of orga- 
nizations in the community (e.g., the chamber of commerce, ser- 
vice clubs, employment agencies, unions, agencies representing 
special needs groups, and organizations associated with business 
and industry). 



Selecting Recruitment Techniques 

There are many different techniques that can be successfully 
used in recruiting students. The techniques vary from word of 
mouth, to printed materials, to audiovisual presentations. Based 
on your previous analysis of the institution in which you work, 
you should be fully aware of the opportunities / constraints, and 
recruitment activities that will be appropriate and acceptable. 
While not all inclusive, a list and brief description of some of 
the most useful recruitment techniques available follows.-^ 

Contacts, with counselors and other staff . One of your 
initial concerns in the supervision of recruitment activities 
should be to see that regular contacts are established with 
counselors. If you are in a comprehensive high school, you will 
need to make sure that the counselors there have accurate infor- 
mation about all of your vocational and/or technical programs — 
and that they understand this information. As an administrator 
of a secondary area vocational school, you also should be sure 
that counselors in your school and in all of the secondary feeder 



1. For more detailed information on the developmental aspects of 
these techniques (e.g., step-by-step guidelines for producing a 
brochure from start to finish), you may wish to refer to the ten 
modules in Category G: School-Community Relations, part of the 
Professional Teacher Education Module Series produced by the 
National Center for Research in Vocational Education (Athens, GA: 
American Association for Vocational Instructional Materials, 
1978). Each of these modules contains a performance checklist 
for evaluating the skill covered (e.g., development of a bro- 
chure). You could use these checklists to evaluate the execu- 
tion and completion of these activities in your own institution. 
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schools are appropriately informed. Similarly, if you are in a 
postsecondary institution, you should make certain that counsel- 
ors in the secondary schools, area vocational schools, and adult 
career counseling agencies are knowledgeable of the opportunities 
available through your programs. 

Not only should you attempt to provide recruitment informa- 
tion through counselors, you should assure the counselors of your 
staff's willingness to respond to requests for information from 
prospective students and their parents. Remember, too, it is not 
sufficient just to furnish counselors with information at spo- 
radic intervals. Rather, it i^ essential that you and your staff 
members keep in touch on a regular basis so that you can share 
current descriptions of programs, job opportunities, and the suc- 
cesses of past graduates. 

In view of the fact that students obtain part of their 
knowledge of the programs available in their school through 
formal or informal interactions with their instructors, it is 
important to ensure that the instructors know about and believe 
in the value of courses other than their own. Too often, the 
academic teacher has limited information about the vocational 
courses. Too often, the vocational instructor has little inter- 
action with academic instructors. Activities that require 
teachers and counselors to share information about the courses 
and their value may help to instill mutual respect and support. 

If students are exposed only to general education teachers 
and counselors, some of whom, as college graduates themselves, 
regard vocational education as a "dumping ground" and a "dead-end 
street," this will very much affect your recruitment efforts. 
The teacher who feels strongly that women do not belong in auto 
mechanics classes can also hinder your efforts. Strong measures 
are required to dispel these stereotyped notions. One cirea 
vocational school dealt with this issue by including the most 
outspoken "adversary" on a program review committee. It worked 
wonders. 

In addition, staff must be aware of the need to "recruit" 
among their present students. For example, the secondary school 
industrial arts wood instructor can recruit students in his/her 
classes for next year's vocational building trades class. The 
teacher of beginning typing can recruit able students for 
advanced business classes. 

public presentations, displays, open houses . In addition to 
establishing and maintaining contacts with counselors and other 
staff, it is also important that you and your staff make presen- 
tations to a variety of groups within the educational institution 
and community (e.g., parent-teacher organizations, service orga-- 
nizations, civic associations, labor organizations, and secondary 
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and postsecondary student groups). These and many other groups 
would be interested in a variety of topics related to your 
institution and its instructional programs, depending upon the 
occupations, age, and interests of the intended audience. Many 
opportunities for providing recruitment information to school and 
community groups can be generated if some time and effort is 
spent in informing these groups of the availability of speakers 
from your institution. As a vocational administrator, you will 
be expected to maintain liaison with a variety of organizations 
(e.g., PTA, Lions, or chamber of commerce) as part of the school- 
community relations function of your job. It will be your 
responsibility to make these groups aware of speakers available 
from your school and to encourage such efforts on the part of 
your staff. 

You may want to have a short slide/tape pra/ent^tion about 
the institution and its programs that can be supplemented with 
additional recruitment material about the specific program( s) 
being discussed. Depending on your budget and institutional 
capabilities, this may be prepared by a business specializing in 
such promotional media, by staff in-house who have the necessary 
audiovisual and promotional expertise, or by students enrolled in 
a photography or audiovisual course. Overhead transparencies or 
high-quality posters or charts may also be developed, usually 
easily and inexpensively, to enhance the attractiveness of the 
presentation/display and increase the variety of materials used. 

The advantage of these types of materials is that most of 
the institutional staff can easily use them. Staff can also be 
encouraged to develop similar material in their own specialty 
areas to complement and supplement the institutional materials. 
A well-prepared slide/tape may be so self-explanatory that it can 
be shown by others without a member of the school present at all. 
Care must be taken to ^ppropr iately modify the materials to fit 
each occasion and audience for which they are used, and to have 
appropriate brochures and other handout materials available to 
meet the needs of the occasion. It is also important to remember 
that these types of recruitment materials need to be reviewed at 
least annually and updated if necessary. 

Displays can be utilized at various functions to provide 
public information and program promotion to groups that normally 
would not come into contact with the institution's personnel. 
Places where displays can be used effectively include county and 
state fairs; career days in elementary and secondary schools; 
open houses' (for example, during Vocational Education Week); 
inservice training meetings; conventions; and other meetings of 
professional groups, educators, and business or industrial 
groups. Displays can be used in a mobile recruitment van, store 
windows, shopping malls, bank lobbies, and waiting rooms of 
industrial concerns and businesses. A good display has color. 
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pictures, and movement— all arranged in such a way as to catch . 
attention and hold the viewers' interest for the few moments 
needed in order to comprehend the brief but positive. message that 
is being transmitted. The display also needs to- include a. mech- 
anism for interested parties to obtain additional information or 
assistance if desired, and directions need to be provided clearly 
explaining what to do to get this additional help, for example: 

• Reading a brochure and sending in a postcard 

• Pushing a button to hear a recorcUng with more informa- 
tion and directions to leave a n?.;a^ and address at the 
sound of a tone 

• Talking to a representative from the institution 

Displays tend to be a little more difficult to manage than 
other methods of communication. They can be expensive to con- 
struct, maintain, and store; and they require regular attention 
and supervision while in use if materials, sound recordings, or 
other devices are used to get feedback. They generally have only 
a brief message and must be of high quality to compete with other 
activities and displays that are in the sama area. However, a 
good display with a feedback mechanism tends to reach audiences 
not otherwise reached. 

Open houses, career days, science fairs, and other special 
occasions provide excellent opportunities to keep tne general 
public informed about the institution and to recruit potential 
students for the various instructional programs. It gives them a 
chance and a reason to visit the facilities, meet students and 
staff, and become familiar with the institution's mission, needs, 
and programs. 

If the event is to encompass the entire instructional pro- 
gram, it will require the cooperation of most of the institu- 
tional st^ff. Planning and coordinating activities will need to 
occur well in advance to be sure everything for the occasion is 
taken care of, including having the facilities in good condition. 
The person responsible for the occasion (you or a designated 
staff member) needs to coordinate facility preparation, staff 
input, student and student vocational organization input, pub- 
licity, invitations, reception, program, outside speakers, enter- 
tainment, displays, information and materials, refreshments, and 
cleanup. 

AS an administrator, you would likely delegate most of the 
many activities to appropriate persons. You would then need to 
follow up to see that all activities are progressing according 
to a time schedule or to make adjustments for unforeseen cir- 
cumstances, career days— with informational booths and pre- 
sentations sponsored by the institution, employers, women s 
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organizations, special needs agencies— are a big undertaking, but 
they can pay many dividends as a promotional and recruitment 
activity. The keys to success in such a venture are delegation, 
planning, coordination, follow-through, and recognition of all 
who helped. 

One caution: A well-publicized open house may attract pro- 
spective students, their parents, and interested employers to the 
institution, but that is only half the battle. If, upon arrival, 
these persons encounter disorganization or if the information 
presented (printed and oral) is boring, condescending, or full 
of educational jargon, you have defeated your purpose. The open 
house needs to be planned to meet the needs, interests, and 
abilities of your target audience, and special care needs to be 
taken to ensure that a person entering the door does not get lost 
in the shuffle. In other words, the logistics for the program 
need to be simple and well-organized, and staff or students 
should be available (and visible) to help guests with questions 
and to direct them around the building if necessary. 

Also, in planning open house activities, you need to take a 
realistic look at those groups who can be expected not to attend. 
If long travel distances are involved, you may not draw part of 
your target population— economically disadvantaged and handi- 
capped, for example. Limited-English-proficiency populations 
may also be hesitant to attend an activity in which only Englisn 
will be spoken for the most part. Other cpntacts, using appro- 
priate techniques, will need to be made to reach these audiences. 
Outreach programs and specially designed presentations conducted 
within specific communities can be very successful. For example, 
a school representative who speaks fluent Navajo could make a 
presentation in a community center located in a geographic area 
with a heavy Navajo population. 

Pri nted materials . It is unrealistic to expect to reach all 
prospective students m person. Hence, printed materials such as 
program brochures, catalogs, and course schedules can be effec- 
tive means for drawing attention to your programs. These can ,.be 
distributed in a variety of ways: through a mail-out to a speci- 
fic target population; through a general mail-out; at information 
centers, displays, lobbies, open houses; or in response to a 
specific request from a potential student. In some schools, an 
admission packet of information is put together for each program 
or cluster. This packet is then available to students requesting 
information about a specific area. 

Brochures should be developed to meet the specific informa- 
tion needs of a designated audience. For example, if ^re 
attempting to recruit women as students in program areas that 
are considered nontraditional for their sex, then you will need 
to design a brochure to make women aware of the advantages ot 
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"nortraditional" occupations, as well as your institution's 
in?erestin p?epa?ing women for these occupations. For example, 
a brochure f?om LOS Angeles Trade-Technical College contains the 
following statement-which would be equally appropriate at the 
secondary level: 

EXPANDING OPTIONS FOR WOMEN— Under Title Seven of 
the Civil Rights Acts of 1964, it is illegal for 
employers to discriminate against women and vninori- 
ties in all areas of employment. But unfounded myths 
have channeled a large percentage of the labor force 
into traditional female job ghettos where women sti- 
fle in an atmosphere that prevents equal opportuni- 
ties. Until recently, many women felt locked into 
these roles, with little or no chance for advance- 
ment. Some women have discovered that their best 
chance for being paid equally is in nontrad itional 
iob areas. Many are now learning to avoid the sex 
role trap that locks them into lower-paying posi- 
tions, women enrolling at Trade-Tech are breaking 
the barriers of ignorance and gaining acceptance in 
today's working world. 

A brochure can be designed to meet -a specialized need, such as 
?he one in the .revioul example, or the more general needs of the 
institution, for example: 

. A brochure on the total institution, highlighting the 
philosophy and background of the institution; listing 
program o^ course offerings"by title; describing any 
Special program offerings in more depth; and providing 
some g-^nerai information regarding admissions , .require- 
ments, degrees, accreditations, and so on. 

. A brochure on a single program or the course offerings 
related to a single career (e.g., printing) 

. A brochure promoting enrollment in other-than-f ull-time 
course work (e.g., continuing education or summer ses- 
sions ) 

AS with the display, many brochures include a means for the 
ini-Pnded audience to respond, for example, a tear-ott seit 
aSdreSsed card to mail to the institution for further informa- 
tion, or an attached enrollment form. 

Before you begin to develop a specific brochure, you should 
think through the follov;ing questions: 

. Whom are you attempting to attract to the^vocational 
program (e.g., CETA workers, adults who are already 
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hiah school sophomores, handicapped 

. „.at particular f vantages are offered by your^pro9ra,.s^^ 
(e.g., evening classes, co-op experx*. 
individualized instruction)? 

ties for promotion)? ^ ^^^^ 

. What other information would prospective st^ ^^^^ 
to have (e.g., maps, ^J^edules^ parK 9 ^^.^.^^^ fi^^n- 
service availability, ^racurricuiar ^^^^^ 
cial aid information,, directory ot staiL, 
for more information)? 

Brochures can be laia out ^^^-^^l^^^Z^s 
lie information office) staff ,instr vocational organi- 

students. For example, members of a stud ^^^.^ organiza- 

zation could helP prepare a ^^^^'j^f ^^^erc ially or within the 
tion. The brochures can be print facilities are available. 

f,=roursrHotr^arrprinti^rP?orra™.'stude„ts ™ay produce tHe 

brochures. 

Remember, however, as the f ^i^jl^f^f,^ ^Tou'^in'ore^t^ be 
responsible for the content °5 P"^i^'^J^^ecL Before any publi- 
sure that the inforination P^°^^f^ to make certain, . for 

cation is released to ^he public, you n ^ ^^^^^^ 

example, that statements regarding exp employment 
an occupation, °PP°^t";;f^/°JverIy optimistic. Material should 

course catalogs, student handbooks, and ^^curate, and easily 

brochures, these "materials must ^^^^^f ^ J^kption should specify 
interpreted. x^or example, each courj regard to course 

course requirements ^^^^^^^ fthe courses' to be offered are 

schedules, it ^ = /^P°^^!fib^e whenever necessary, to cancel a 
listed. Vlhile It P°f^^5^^;irtually impossible to obtain a 
rurffcifnrnfmbtr^rf'^nfoiree: for a Lurse not listed. 

Kemember that the -xt of each publica^^ 
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educational jargon, or it may mean producing a Spanish-language 
or bilingual publication, to name just two examples. In deter- 
mining the format of a publication, it is wise to have the 
assistance of an expert printer or designer, if possible. Illus- 
trations and pictures should be coordinated with the written 
material so that the finished product will be appealing in 
appearance and appropriate for the audience you wish to reach. < 

Throughout the process of preparing all publications, it is 
essential that you adhere to specified deadlines. This means 
that you must preplan. You, or a designated staff member, must 
develop an outline of the task and specify, in advance, the 
target dates for completing each step in order for the final due 
date to be met. The copy for most ' commercial publishers will 
require considerable preparation time from the "first draft" 
stage until final production. In school print shops, instruction 
takes precedence over other jobs assigned. Materials that are 
published too late are often useless for their intended purpose 
and impact. 

Newspapers, radio, television . Of course, the media can 
provide an excellent means for disseminating recruitment informa- 
tion to the public. If you wish to use newspapers, radio, and 
television for obvious promotional purposes, then it will be 
necessary to purchase advertisements. However,^ there is also a 
great deal of promotional value to be derived from the articles 
and announcements that the media will carry, free of charge, as 
news items or public service announcements. For example, the 
media often covers school board meetinv^s ^'^and will report special 
announcements or discussions that are part of such a meeting. 
In addition, the media will be interested in reporting special 
events sponsored by your institution, as well as certain accom- 
plishments of the students and staff. The addition of new 
courses, equipment, and facilities, as well as the employment 
and promotion of staff members, are usually items of interest. 

In order to keep the media informed of potential news items, 
you and your staff should establish contact with appropriate 
personnel at each local newspaper, radio, and television station. 
In addition, you will need to acquire information concerning the 
format you should follow in preparing articles and announcements, 
and any deadlines for submitting these materials. 

If your /institution or district has a public relations or 
public information officer, this person may submit news releases 
to the media on a regular basis. The media then decides which to 
run. The advantage of this approach is that, given a void, the 
media can always choose one of your releases to fill that void. 
In a sampliiig of news releases prepared by one two-year technical 
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college, the following topics were addressed (similar topics 
would be appropriate at the secondary level): 

• Availability of the college's recreational facilities 
for coininunity use 

• Retirement of an instructor 

• Initiation of two new course offerings 

• Announcement of fall registration, with a modified 
course schedule provided 

• Special community service provided by a staff member 

• Description of benefits of the evening programs 

• Announcement of a school-sponsored special social event, 
technical conference, open house 

• Hiring of new staff; inauguration of new president 

• Announcement of a student achievement, award, scholar- 
ship 

• Provision of a free tax service, offered by the college 
for low income families 'Ji 

• Announcement of an honor or award conferred on a faculty 
member , 

• Write-up on the presentation to be made (or already 
made) by a guest speaker 

• Opportunities available to men and women in nontradi- 
tional occupations 

You need to make staff aware of what topics are newsworthy and 
encourage them to submit ideas to the appropriate sources accord- 
ingly.' Two examples of such news releases are shown in samples 1 
and 2. Notice the brevity of the information , the simplicity of 
the style, and the fact that all key inforniation is included. 
Both of these releases are of interest to the community — people 
oriented — yet they indirectly promote a positive image for the 
institution and, thus, may encourage enrollment. 

In terms of recruitment, do not forget to consider placing 
articles and ads in school newspapers, your own or one in a 
potential feeder school. If you are trying to recruit employed 
persons for additional training, consider placing articles in the 
house organ or union newsletter that reaches these employees. If 
you have special programming for senior citizens, identify and 
use media directed especially to them, for example, a free commu- 
nity newspaper delivered door-to-door. In other words, identify 
the media you know will reach your desired audience and use it. 
Consider, for example, sample 1. This news release could be 
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SAMPLE 1 

NEWS RELEASE: NEWSPAPER 



Los Angeles Trade-Technical College 
400 West Washington Boulevard 
Los Angeles , Call f ornia 90 015 

FOR IMMEDIATE RELEASE NO. 7 
September 7 , 19 — 



TRADE-TECH WILL HELP SPONSOR 
16th OF SEPTEMBER CELEBRATION 

A Sixteenth of September celebration to commemorate the indepen- 
dence of Mexico from Spain will be held at the All People's 
Christian Center, 806 E. 20th Street, according to Al Bonzo, 
coordinator for community services at Los Angeles Trade-Technical 
College. 

Trade-Tech, with nearly 20 percent of its student enrollment of 
Latin derivation, is participating with several other central 
city organizations and churches in staging the event. 

"Since the central city is a growing Mexicano and Latino commu- 
nity," said Bonzo, "the celebration is a way to promote the cul- 
tural heritage and develop awareness of the rich multicultural 
diversity in the community of wh ich , Trade-Tech is a part." 

Activities get underway with a dance beginning 8 p.m. on Friday 
at the International Ladies Garment Workers Union Hall, 400 West 
9th Street. Cost will be $2.50 for adults and $1 for those aged 
12 and und'^r. , . 

Starting at noon on Saturday at the All People's Center will be a 
variety of folklorico groups, teatros (theater performances), 
children's performances, and singing groups. The program will be 
free to the public, ^long with food and drink. 

Details can be learned. by calling Bonzo at 746-0800, Ext. 458 or 
374. 

# # # -# 

7 
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SAMPLE 2 



y of Education 

/ JvV-' •■-•^->'' Courthouse ■■ ■ ■ . ■ ■ v^^'; 
■ /'^ J / : . ;. Birmingham r Alabama 3 5203 

selecting and preparing £or tneir 

find good jobs . . . ..•'■i;^ . ;; /■■■.■'---:■ . ' 

By 1980, 50 percent of:the labor force will be female.^ ..^ v; 

Have your cons idered the; opportunities m; nontraditional jobs. . ., 
resale technicians^ar. needed, prepare yourself to be economi- , 
cally independent. : . ; . -v; ; >; --^ : . ■ ; ' 

■ ' woe ed is coed ^^i-v.,-:-- ■ 

■ \ ' v^^r^ >Pik to vour high school counselor, or call 
For more information, talK to youL i. y , . 

Nez Calhoun, ( 205 ) .325-524 4 . " ^ V ' . ^ 
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translated into Spanish and run in a local Spanish-language news- 
paper. 

Again, it is critical that news releases be checked for 
accuracy and readability. Material published without all essen- 
tial information, or with misinformation, can cause confusion and 
frustration. Needless to say, this would not encourage prospec- 
tive students to enroll in the program or institution responsi- 
ble. 

Satisfied students, parents, employers . The old adage that 
"the best sales technique is a satisfied customer" applies to 
student recruitment in three respects. First, the students who 
have successful experiences with the institution and its occupa- 
tional programs are likely to share their experiences with their 
friends. Satisfied students or former students are the best 
"salespersons" any vocational or technical program can have. Such 
students are constantly in the field and frequently in contact 
with potential students. Their positive remarks about the insti- 
tution can help recruitment immeasurably. Positive comments made 
by the parents of successful students may also encourage their 
friends to enroll their children in the programs. Finally, 
employers who are pleased with the quality of graduates they have 
hired will probably seek to hire more employees from your insti- 
tution. These employers can also "spread e word" about the 
positive experiences they have had with your graduates. 

It is apparent that the success of the students who graduate 
from vocational programs and the satisfaction of employers are 
extremely important factors in your recruitment program. Even 
the best recruitment strategy cannot offset the effects of Poo^ 
vocational programs. Thus, as an administrator, your establish- 
ment and maintenance of excellent programs are key prerequisites 
to successful student recruitment. 

Scho larships . Although the awarding of scholarships has a 
broader purpose than recruitment, recruitment is certainly a part 
of it In order to attract outstanding students to a postsecond- 
arv school, the institution itself may decide to offer scholar- 
ship incentives. Another possibility is to involve businesses 
and industries that typically hire your students. These organi- 
zations may be very happy to provide small scholarship awards 
{e g $100) to assist individual students they hope to someaay 
hire*, 'or in order to provide the profession in general with a 
qualified worker. As an administrator, you would need to be very 
visible in this selection/award process since you represent the 
school. You would also need to ensure that (1) prospective 
recipients are aware of the existence of the scholarship( s ) , 

(2) the awarding of scholarships is well publicized, and 

(3) donors are sufficiently involved and properly thanked. 
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career tryouts . Some secondary -^,P-^--"^,nncrra e the 

career awareness °f °^^^^J,^^fi^SJ%JSgrams. At Milwaukee 
attend their vocational ^^^^^^^^^ nrSdes 9-11 are offered a 
Area Technical College, students in 9^^^^^ ^ ^^^^h, the 

free summer career tryout P^°g^^"^- ^J:^^^'"?^^"'' providing 
Ss^on^erprrienc^erS^d ^nfrrraUo^irourth^ training nd 

skflls^Jeru?-^ . -^^^^-^^Ln^schSif "ot:n?raI sfud^en^rwere 
topics. At one J3°n3;^,^en?s" for one week of 

integrated into vocational J^^P^^^^^^^^^^f Students enrolled in 
rhLrr.;graL%rrlnr;h:%riro:ing1ear--and the drop-out rate 
for these students was almost nonexistent. 

;,n ;,riministrator, you would need to initiate the develop- 
As an adminiscratoi:, ywu Hptails (organizational 
ment of such a program, arrange for ^^^^^^5Ji'^^i.po?t for its 
and legal) to be -rked out secure fi^^^^ ^.^.^^^ 

°wrth\^r;ecrndrry"srhiSL^iSroi^ - 

well publicized in f Y-^.^'/^^^rt a?Iy m^re'^costly recruitment 
?^:rn?que,' fSaf aisrbrh?g??rcost-e^fective in attracting 
studen?s to your vocational/technical programs. 

^lo y-r/union incentives . ^^,^,/-,^rndrry"eve!rpart'of 

for adUTt evening courses "^^f^f^f.f^3^^'=°p of fully Employed 
your P-^Pective student population IS made^^^^ ^^^^ 

people who need or desire ^^^^^^"^"y^..__^^nal development 
encourage their members to pursue P^^^^J^J^^^tanrto give up 
activities. However, such people may be reluctant ^ 

their only free time in order to take . p^^vide a 

and/or union has contracted with your insttur p ^^^^ 

particular course, ^h^^y will undoubtedly ta^ ^^^^^ 
that the employees attend. ^o attract emp±y required. You 

vant courses, however, some effort on ^^^^^PJ^^^^^^Se training 
need, first, to convince the employer °^;SJ°^3^S? members and, 
provided would be of benefit to their employee ^^^^^ ^^^^ 
thus, to their company, business, or union. 

sue, with the employer, the possibilities t P ^.^^ ^^^^ 

tives to encourage enrollment. P^°^^^'°So°ksrand student fees; 
work- company reimbursement of tuition, ^"or^s , i 

employees is far more likely to occur. 

nP^Prminir.q Who Wil l Be Involved_^ Recrui tment 

«M,riPnts need to acquire as much information 
as poS =oJ;ce?"nrthe";pportu„i1ies provided through the 
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vocational p.o.ra.s in you^ institu^^^^^^^ 
rne^l've5'ln^:ocrtirn°arfau=at!cn, namely the f oUowin, = 

• You, as the administrator 

• vocational advisory council/committee members 
' . Vocational teachers and instructors 

• Guidance counselors 

. vocational students (past and present) 

• Parents 

„v =,n pffpctive recruitment program, it will 
recILary^t^troLrtfesfprrlon^ in appropriate ways .n the 
various recruitment activities. 

.our vocational advisory co-cil/co.mittee c^^ 

invaluable assistance in ^o^^^^^^P^^^^^Cers of such a commit- 
recruitment activities, ^ecause tn sent the clients 

tee/council should have ^een sel^ctea f ^^^^^ ^^^^ ^ 

(students, parents, and employers) J^^^^^^^^^ ^^ey are located, 
ilear picture of who those clients -e, where ^^^y^^ ^^^^ 

me^b^r: ^rf c^ns^l^fd ,".rp; ^iTe', Ld involved. 

Vou will also need to ensure that t^J^-aff are informed of 
the ways in which they can assist ^ith recruitme^^ ^^^^ 
determining how to involve staff , you wiii institution 
iar with the contents of teacher cont-cts for ...i^ional pay 

or district. It may be that teachers activities. It may 

for participation in ^o-called after school additional 
be that they cannot be required to Participate.^.^^ 
incentives may be needed. you n suggested that you 

what extent, teachers £^.^%i"^°i^f 'as a group, to discuss the 
meet with the vocational instructors as g P, ^^^^^ 

implementation of -^^-^-^f.^^eJIenc^s * and recommend those 

rpr.-hrs%farhafe^bLrrsp:c?ally successful. 

in addition, you will need to develop a schedule of ^^^^^^ 
ment activities and f cide who w 11 participate^in^^^ 
For example, all of the ^"^tructors cou± ^ Also, 

ing their programs during ^ en houses and career ^esponsi- 
delignated instructors J°^^t^"^i,°Setermining who will make 

^iy^yi^-.s%rrfo/s"^ 

!°™;;^^er:"thrs:"inrtSrto^ - arranging such 
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fheTeS^a. Sf ccurserrtls important that you ensure that any 
established procedures are followed. 

in assigning the responsibility for developing displays and 

^H-S^llSn^^M^A^M.^ ^;pre^e^;^fach°pri rar^rfa. 
teams, comprised of instructors ^J^. ^^^^ g^ch materials 

Sianf c:rt^iri'n1S™aiiL";:^t:?SInrto"all o. the vocational 



programs . 



Depending upon your.situation contacts with |Oun5el|£^ 
„ay be handled by ad..s=.ons Pe-°n-l ^.^/"vLational 
by your staff. For example, ±i -i nct-r-nr tors in each pro- 

ihLl or a P°=t=econdary -^'.tutxon xnstructors^..^^^ ^^P^ 

gram area may be asked to ^uppiy ^" vocational and 

^t^hnfcril^r/rL-^HoS^^er! if ^3^^^^ 

^rprri^rnrherdrr^achlro^^ar-toTroriL'^PPropriate recruit- 
ment information to counselors. 

AS vou and your staff determine who is responsible tor 
implementing varLus recruitment J-h" ?ues be sure not to^over 

look the importance of ?=ithering ^^^^f^ °^ " ,n ocj upational 
individuals Who may be -terested .n^enroll.ng^^^^^^^ .P^^ 

rh°arinr-c"inforrtton. "P°"^^-^i;^ °f P-sons who are inter- 
ested in vocational programs, appropriate staff me 

=°^^nd\^^2:%o"rnffr:1herr1n?:r^^t'fnd1ive them additional 
information . 

Finally, remember that ltudents_^nd_pa|^ 
able contri utions to the -c^. tment^Pro.-;^ reScrib^ ^heir 
: pfri nc:s^in':o::?!onal education and parents of prospec i^ 
students will want to ^^^^^^^ the parents perspective^ ^^^^ 

value of vocational f ^^^-^^^^^^^li^^S^h parenL and students 
had on their children. '"^"i^gte in presentations during 

iperhou^rrnd^L^e^rdaJ^s!" ^'iTl^U d appropriate to 
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have students assist with demonstrations or displays whenever 
these are used. In addition, students are one of the best 
sources for referrals of prospective students. You and your 
staff should encourage students to provide you with the names ot 
their peers who may be potential enrollees. 



Deciding When to Conduct Recruitment Activities 

Once the recruitment priorities and techniques have been 
determined and it has been decided who will be involved in the 
various activities, the question of when the various activities 
should be conducted to be most effective must be addressed. Many 
recruitment act ivities— such as the distribution of program and 
institutional brochures, presentations by staff, and conferences 
between counselors and students— are more or less continuous 
activities. However, other events— such as career days, open 
houses, and recruitment announcements—need to be scheduled care- 
fully so as to optimize their recruitment value. For example, a 
career day held in early March at an area vocational center for 
students who are expected to preregister in April for fall semes- 
ter vocational programs would be more helpful than one conducted 
in November or May. Recruitment brochures, posters, and adver- 
tisements for postsecondary offerings need to be distributed or 
published just prior to the time that prospective students will 
be expected to apply for admission. Advertisements run too early 
will be forgotten before registration time and those appearing 
too late for students to take the desired action are of no value. 
Some activities such as career days and open houses require 
considerable lead time to make all the necessary arrangements; 
hence, scheduling and coordinating the work of many persons 
becomes very important if maximum results are to be achieved. 

Even with the selection of appropriate techniques and the 
involvement of all the necessary personnel , ^^^i j^"^/^^^^ J^"""' 
efforts will be of little value if they are not timely. Being 
timely also means that recruitment activities need to be closely 
coordinated with admissions and scheduling efforts and with the 
Expectations of potential students and their parents.^ You need 
to ensure that the necessary lead time is available for the 
development of needed recruitment "'^terials and that all the 
necessary arrangements can be made for events such as career 
days. TO accomplish this, many vocational administrators—in 
co^iunction with appropriate s taf f— develop a yearly schedule of 
tSe'recriftmeit ac?ivi?ies to be implemented. This is especially 
important in the case of secondary area vocational schools and 
pS^secondary institutions where recruitment activities must be 
closely coordinated with several "feeder" schools and other 
community groups. An important part of such a ^^^^^^^^^^"^^ 
recruitment plan is the assignment of persons who will be respon 
sible for each of the major activities to be conducted. Such a 
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time schedule should also list the continuous recruitment activi- 
tiel that need to be carried out and what persons are responsible 
for them? This plan should be distributed to all the concerned 
and involved parties so that everyone can be "^^'^^^^^^^ „ 
total recruitment scheme and effectively carry out their part in 



it. 



Determining Evaluation Strategies 

' in order to ( 1 ) determine how effective your recruitment 
Droaram is. (2) identify how it may be improved in the future, 
Ind (3) secure documented support for future activities, you need 
?S obtain evaluative information. The recruitment priorities and 
objectlies Ld the activities selected will determine the evalu- 
ation p^Scedures that would be appropriate. For example, if one 
ot vour objectives is to increase the number of special needs 
students served, then one of your evaluation questions could be , 
"Sow many students in each special needs "^egory were enrolled 
this year? as compared to previous years? as compared to 
enrollment numbers sought? or as compared to some other target? 
§r ?or Ixample? if one of your recruitment techniques were a 
direSt-mail cl^paign, one of your evaluation questions could be 
"How many people responded?" 

Developing the Recruitment Budget 

The final step in the process is to allocate your available 
resources in order^o support the activities you have selected. 
This would involve doing the following: 

. Estimating the cost of each activity (e.g., /erms of 

personnel, supplies, equipment, and purchase of printing 

material or advertising space) 
. projecting the returns (actual enrollments) expected 

from each activity 
. Allocating the most funds to those activities expected 

to yield the most results per dollar spent 

This budget, once completed, can also serve as a guide in 
determining nlxt year's requests for recruitment funds when the 
institution's new operating budget is prepared. 
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V Activity ■ . 
^ ties:^ 



If your situation allows, you may wish to increase 
Optional V^^^ knowledge of available recruitment practices 
Activity B by completing one or more of the following activi- 



• Locate, obtain, and view a media presentation 
designed for recruitment purposes by a local 
secondary or pos tsecondary institution. 

• Locate, obtain, and review (critique) sample 
printed recruitment materials (e.g., brochures 
and news releases) 

• Arrange to meet with an administrator or other 
person(s) in charge of recruitment activities to 
discuss their recruitment procedures and tech- 
niques, problems encountered in using specific 

-techniques, and solutions employed. Prepare for 
any such discussion by drafting a list of key 
questions you want to have answered. 

• Survey enrolled students to determine why they 
enrolled? what their source of information was? 

• Arrange to meet with a teacher or administra- 
tor at a feeder school for your institutional 
level. Discuss what vocational awareness 
activities are conducted by his/her school. 
What recruitment activities are or could appro- 
priately be conducted there by the institutions 
in which his/her students could enroll? 

• Interview a sampling of students to determine 
how they would answer the question, "What would 
you tell your best friend about vocational/tech- 
nical) education?" Consider the implications 
these responses have for recruitment activi- 
ties. 

• Interview prospective vocational/technical 
students and determine what questions they have 
about your institution and its programs. Con- 
sider how these questions could be addressed 
through brochures, displays, presentations, etc. 



2. Adapted from Gayle Sobolik, "Promoting Vocational Education 
and Recruiting Eligible Students," Common Core Curriculum for 
Vocational Education, Project Director Gwen C. Cook (Fresno, CA: 
California State University, Home Economics Department, 1978), 
pp. 13-14. 
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Meet with student vocational organization mem- 
rhrir"ofe'rn""rr=rril^4nt'to"^;.''lia?nsto™ 
Suh thlm ti identify ways in which such an 
^iganization could assist in recruifnent 



efforts. 
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The following worksheet is designed to apply your 
knowledge of the material in the information sheet, 
"Student Recruitment," pp. 9-30, and to help you to 
relate that information to an actual educational 
institution. Each of the items requires that you 
complete activities and document your results in 
writing. Please respond fully, but briefly, and make 
sure you respond to all parts of each item. Your 
completed worksheet will be a rough draft for a 
recruitment plan. 



RECRUITMENT WORKSHEET 

You either are now, or hope to be, employed as an adminis- 
trator of a vocational and/or technical institution. At what 
type of institution (comprehensive high school, secondary 
area vocational school, or postsecondary institution) do you 
serve or hope to serve as administrator? 



Based on your response to item #1, select an actual institu- 
tion of that type to use in responding to this worksheet. If 
you are employed in such an instutition, use that. If you 
are not employed in an institution currently, you may use a 
school/college attended or previously worked in, i.e., one 
with which you are familiar. If neither of these situations 
applies, select such an institution locally. (NOTE: If you 
select an institution locally with which you are not per^' 
sonally familiar, you may feel you would like to contact 
someone there for more information. Do not do so without 
first checking with your resource person . Should a number of 
individuals select the same school, it would be both ineffi- 
cient and potentially annoying to school personnel for each 
module-taker to contact the school for the same informa- 
tion.) 

On the following page, describe the institution you have 
selected: name; type (comprehensive high school, ^secondary 
area vocational school, or postsecondary institution); geo- 
graphic setting (urban, suburban, or rural); general types of 
students served (ethnic ratios and economic factors); how 
prospective students can be reached; admission requirements; 
vocational program offerings and entry requirements; and 
special institutional goals, requirements, or recruitment 
constraints. 
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Name of Institution 



e of Institution 



Geographic Setting 



General Types of Students Served 



How Prospective Students Can Be Reached 



Admission Requirements 



Vocational Program Offerings and Entry Requirements 



Special Institutional Goals, Requirements, or Recruitment 
Constraints 
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■- ■ • 

Recent legislation requires that students with special ne3ds 
have, equal access to education and be provided with the least 
restrictive environment therein. This means that schools 
need to make an extra effort to identify, recruit, and serve 
those persons (e.g., handicapped, minorities, elderly, those 
wishing to train in oc?pupations nontraditional for their sex, 
disadvantaged, or limited English proficiency) who can suc- 
ceed vocationally but who have been previously denied access 
to vocational programs, 
V 

Assume that it is fall and you, as administrator of the 
school you identified in item #2, need to draft a plan of 
recruitment strategies for your institution — a plan that 
includes giving attention to students with special needs. 
List at least ten key strategies/techniques you would use, 
together with the steps you would take, tentative dates for 
each to occur, the types of people you would involve, and how 
they would be involved. - 

SAMPLE: Hold an open house early in the spring to introduce 
the community to new program offerings. Start with 
planning meetings three months prior to final date. 
Involve advisory committee and vocational staff in 
initial planning, and then work through committee 
assignments. Since the community is heavily native- 
American, involve/'tribal representatives in the 
planning, and advertise the event through estab- 
lished channels in their community. 




After 



vou have completed the 



ecr 



ui;^-'nent Worksheet, 



son review 



and 



arrange to have your ^^^^^^^^J^';, -^./her the "Recruit- 
evaluate your ^7*38 %e in evaluating your 
ment Checklist," PP. 37-3b, ^> 

work. 



Date 



RECRUITMENT CHECKLIST 

Directions ; Place an X in the NOf PARTIAL, or FULL box to indi- 
cate that each of the following performance components was not 
accomplished, partially accomplished, or fully accomplished. If, 
because of special circumstances, a performance component was not 
applicable, or impossible to execute^ place an X in the N/A box. 

LEVEL OF PERFORMANCE 



1. A complete description of the institu- 
tional setting was provided in item #2 
of the worksheet, including: 

a. name of institution.. CH CH Q ^ 

b. type of institution (e*g., post- 
f secondary) I I I II I 

c. geographic setting (e.g., inner city). Q CH I I 

d. general types of students served 
(e.g., ethnic ratios and economic 

factors) o □ □ □ 

e. how prospective students can be 
reached (e.g./ on the job or through 
television spots) Q Q 1 I 

f . admission requirements Q Q Q 

g. vocational program offerings and 
entry requirements I I TH l~] 

h. special institutional goals , require- 
ments, or recruitment constraints Q I I [ I 
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LEVEL OF PERFORMANCE 



2 At least ten recruitment strategies/ 
techniques were proposed, including: 

a. description of each strategy/ 



b. 
c . 



technique. 

steps to be taken for each. 



tentative date for each. 



d. persons 



to be involved in each. 



con- 



3. Each strategy/technique ^^l^^^ed was 
sistent with, and appropriate for, the 
institutional situation described 

4 The strategies/techniques, as described, 
should be 'effective in -eeting the inoti- 
tution's stated recruitment needs.. .-• 

5. The tentative dates listed seem realis'cic. 

6. For each strategy/technique, the appro- 
priate persons or groups had been ^'^^t^^^^ 
^bJ.y involved 



7 The strategies/techniques described were 
key ones fi.e., showed some thought and 



key 

were not- trivial) 



ten strategies, adequate 



R AS part of t^e ten strategxe^, 
^' attention was given to students with 
special need%# 



□ □ □ Id 

□ □ □ IP 

□ □ □ 

□ □ 

□ □ □ |P 

□ □ □ 

□ □ □ IP 

□ □ □ 

□ □ □ 

□ □ □ la 



.^.f performance: All ^^ems must receive FULL or^N^ 
liip^es. It any Item ^^^HHl^^ll^ll ^eet and, using the 
administrator and resource f ^f^^^^f °f3°,:3 how the "recruitment 
worksheet and checklist as a oasis, 
plan" could be improved. 
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Learning Experience 11 



OVERVIEW 



Enabling 
Objective 



iHfH i l . T lJJ.ilJ i , 



Activity 




V 



Optional 
Activity 



/ 

fl Optional 



After completing the required reading, critique 
the performance of an administrator in a given 
case study in planning and managing the insti- 
tution ' s admiss ions procedures. 



You will be reading the information sheet, "School 
Admissions and Program Entry Procedures," 
pp. 41-57. 



You may wish to interview an experienced adminis- 
trator concerning his/her role in the admissions 
process. 



You may wish to interview staff with direct 
responsibil i ty for admiss ions/enrollment con- 
cerning recommended procedures, do's and don'ts, 
problems and solutions . 



continued 
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Feedback 



tiquing the administrator speri^ admissi?"^ 
"'"?ea!rer"bri»paan "yoir^ompla ea cr 
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Activity For information describing the requirements that 
4 ■ structure the development of school admissions and 

V M program entry policies, the techniques available, and 

^ the procedures needed, read the following information 

sheet. 



SCHOOL ADMISSIONS AND PROGRAM ENTRY PROCEDURES 



Once a student's interest in a vocational program at the 
secondary or postsecondary level has been stimulated to the point 
at which he/she is considering enrollment, the institutional 
admissions and/or program entry procedures come into play. Stu- 
dents wishing to enroll in vocational courses at the secondary 
level will have already been "admitted" (assigned) to a secondary 
institution and will be seeking admission only into a particular 
program, either in their own school or at an area vocational 
school. On the other hand, students at the postsecondary level 
are seeking admission both to an institution and to a specific 
program. 

Admissions and program entry procedures are simply a 
sructured way of determining a prospective student's needs, 
interests, and abilities, and then weighing these against insti- 
tutional and program requirements to determine (1) if your insti- 
tution can meet the student's needs, and (2) if the student has a 
chance of success in your institution, in his/her chosen area ot 
training, and in securing entry into his/her chosen occupation. 
As an administrator, you are responsible for working with coun- 
seling, admissions, and instructional staff to ensure that all 
requirements are identified, and that the admissions and program 
entry procedures are designed to elicit adequate information to 
determine if students meet those requirements. In addition, you 
are responsible for ensuring that all staff understand the proce- 
dures and for monitoring the process frequently enough to be sure 
that it is working— and working well, from the point of view of 
both the staff and the prospective students. 



Institutional and Program Ent>-y/ 
Completion Requirements 

You are not, at this point, establishing requirements; in 
an operational institution, these already exist. They were 
established by the board, the district, the curriculum planners, 
and the staff before the institution could begin to function. 
What you are doing is identifying all such institutional and 
program entry/completion requirements in order to ensure that 
these are considered in the admissions process. This is not a 
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once-in-a-lifetime occurrence. As programs change and new pro- 
grams are added, as institutional goals shift, the requirements 
need to be reconsidered. If, for example, your institution has a 
goal of increasing its service to special needs populations, it 
will be necessary to review your institutional and program 
requirements to make sure none of them unfairly eliminate such 
students from consideration. 

Institutional requirements . In a comprehensive high school, 
institutional requirements are generally not a concern. Students 
who have completed junior high or middle school, and who reside 
in the appropriate geographic area, will be assigned to your 
school. Area vocational-technical schools, however, handle stu- 
dents enrolled in a variety of home schools and have some choice 
in whom they will accept. Thus, they may set some additional • 
admission requirements. A common requirement for admission of 
students into a secondary area vocational school in many states 
is that they must have completed the tenth grade and/or be at 
least 16 years of age. Some area schools also require students 
to obtain a driver's license and work permit before admitting 
them. 

At the postsecondary level, a variety of situations exist, 
depending primarily on institutional goals. An industry- 
sponsored two-year technical school, offering degree programs 
related to computer science, may be extremely rigid in its 
requirements. However, due to decreasing enrollments and a 
renewed interest in responding to community needs, many post- 
secondary institutions offer a variety of programs (e.g., degree 
programs, continuing education, mini-courses, and contract 
courses), and thus, the institutional requirements within a 
single institution may vary greatly depending on the program 
involved. There may be an open-door, nonrestr ictive admissions 
policy for students enrolling in nondegree programs, and very 
Specific requirements for students enrolling in degree programs. 
In some cases, there may be an open-door admissions policy 
regar ^ess. When there are requirements, they typically include 
that .cudents (1) have graduated from high school or obtained a 
general education diploma (GED) , (2) have maintained a certain 
grade point average in high school, (3) have completed certain 
specified courses, (4) score above a designated level on specific 
aptitude and/or placement tests, and (5) have maintained a rea- 
sonable attendance record in high school. 

Proqram-e ntry/completion requirements . When a vocational 
proqram is first established, it is (or should be) structured 
based on some very detailed planning. Through occupational 
analysis or some similar process, all the skills, knowledge, and 
attitudes required for the specified occupation are identitied. 
These competencies are studied and verified. After careful 
consideration, those appropriate for the vocational program to 
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be offered are selected, translated into performance objectives, 
sequenced, and listed in a course outline or displayed on a 
competency profile chart. Appropriateness is determined in 
several ways. What level of training is desired: entry-level? 
journeyman level? What previous training is the student likely 
to have had? What other, similar programs are offered locally 
(i.e., is an advanced course already available to the secondary 
student after graduation)? 

These course outlines/competency profiles define, to a great 
extent, the program entry/completion requirements. Assuming the 
vocational programs in your institution have been based on writ- 
ten (and frequently updated) course outlines/competency profiles, 
you only need to review these — and employers' expectations — to 
determine, for each program, many of the relevant program entry 
and program completion requirements. An example of a program 
entry requirement (course prerequisite) for students wanting to 
enter a drafting program might be a certain mathematics course or 
proficiency level. If the students must be proficient in the use 
of functions, ratios, and metrics, either a prerequisite in 
mathematics needs to be established, a concurrent mathematics 
course required, or an individualized mathematics program set up 
within the drafting program. 

Completion requirements typically include successful comple- 
tion of a certain sequence and number of courses, or achievement 
of a specified sequence and number of competencies. Another 
common completion requirement at both the secondary and post- 
secondary levels is that of successful completion of a specified 
number of hours of cooperative work experience to help ensure the 
employabili ty of program graduates. 

Another type of entry and completion requirement derives 
directly from the conditions set by a given occupation for entry 
into its employment ranks. It is unfair to allow a student to 
complete a program if he/she will be unable to meet the entry 
requirements of the occupation upon graduation. Thus, program 
entry requirements should include occupational entry requirements 
where appropriate. For example, if the state requires child care 
workers and nursing students to pass a health examination, pro- 
gram entry should require a similar health examination . Some 
health occupations may not accept employees with a record of drug 
abuse. Law enforcement jobs generally require security clear - 
ance . Nursing professions in some states can deny licensure to 
persons with criminal records . In some cases, a particular 
occupation will have available a placement test that can help 
provide a basis for deciding a student's potential for succeeding 
in the training program and in the occupation. There is, for 
example, a Dental Hygiene Aptitude Test. A completion require- 
ment that needs to be given attention, especially for postsec- 
ondary programs, is that of meeting the state's licensing and 

I 
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examination r equirements . In most states for example, cosmetol- 
o qy and nursing students will have to pass state examinations 
before they can obtain a license to practice in their profession. 

It is the responsibility of you, the vocational administra- 
tor, to be sure that occupational program entry and completion 
requirements are reasonable and are updated as necessary to keep 
them in line with occupational requirements. A periodic review 
of these requirements with the appropriate advisory committee and 
certifying agency is a responsibility shared with the instructors 
of each program. It is inexcusable to learn of inadequate and 
outdated requirements through the process of discovering that 
students are being rejected from occupations for which they were 
supposedly prepared. 



Admissions Techniques 

There ar*- a variety of techniques available to assist stu- 
dents and staff in determining if your institution is the right 
one for those students. Some of these techniques involve face- 
?S!face contact; others are in written form. A brief discussion 
of some key techniques follows. 

Written app lication . The first contact a postsecondary 
institution or secondary area vocational school may have '-th a 
student may be through an appl icat ion-f or-admiss ion torrr. com- 
pleted by the student. As a new administrator, you will . ndoubt- 
edly find that the necessary form already exists. If so , ycu 
need to make sure it is adequate. If a form is not available or 
adequate, you need to remedy this. You or designated staff 
(eTg., guidance or admissions personnel) need to make any needed 
revisions to the existing form if inadequacies exist. To ^evel- 
op" a new form, you and/or staff can work from samples Qva:lable 
from other institutions, adapting rather than developing. (See 
sample 3 . ) 

For you as administrator to determine the "deque v the 
form, four elements should be considered: simplic;.t', , ciciiity, 
thoroughness, and legality. 

• Simplicity— IS the form laid out in such a way that the 
applicant can easily provide the required information 
(e.g., is the form not crammed with questions for which 
there is inadequate space provided for answers? are the 
items simply stated)? 

• Clarity—Are adequate instructions provided? For exan- 
ple, d oes it say whether to use pen or pencil, whether to 
write or print? Does it clearly indicate which items art 
to be completed only by a representative of the institu- 
tion ("official use only")? Where multiple responses are 
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SAMPLE 3 



ROSS COUNTY AREA VOCATIONAL SCHOOL 
APPLICATION FOR DAY PROGRAM 



TO 



BE COMPLETED BY THe' STUDENT ; PLEASE USE INK; PLEASE PRINT 



— : ; ^ . Pi rc:i- Name Home High School 

Student's Last Name tirst wame 3 



Date of Birth . .. Age 



Grade 



A ddress : , . county _ ^ .ip Code 



Home Phone 



Father's (or .Guardian ' s ) Name , Mother's (or Guardian's) Name 

Please list, in order of preference / the courses that you are 
interested in taking. 

. ^ ■■ - 0 ■ ■ ■■-.■3 ■ 



]. „^ -, ■ ' ■ Da te 

Signature of Student — . 



TO BE COMPLETED BY j^ARKNT OR GUARDIAN 



T h;,vp discnssed tie above aoplication with my son/daughter and 
le.Hy give my permission for\hi./her to apply for admission to 
the Ross County Area Vocetior.ai .-^civool. ., ■ 

Signature of Parent ^^^^ ■ 

or Guardian ; — — ■ 
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ERIC 



4 _ 



TO BE COMPLETED BY THE HOME SCHOOL COUNSELOR 
Reading Grade Level ___ Math Grade Level 
GATE 



KUDER 




opme 



nt, strengths, weaknesses, etc. 



Career Goal 

Days Absent Grade 9 



Counselor's Signature 



Grade 10 Grade 11 



Date 




cation. 



possibler does it state whr cher to "check only one" or 
"check all that apply"? 

• Thoroughness — Are all institutional and program 
requirements represented (i.e., will a completed form 
provide you with all the information needed to determine 
if a student meets [or can meet] all requirements)? 

• Legality — Because of recent civil rights legislation, 
there is a great deal of sensitivity about what you can 
and cannot ask. Since it is illegal to discriminate 
against a person because of sexr race^ and handicapping 
conditions, then it follows that it is unnecessary, even 
if it is not always illegal, to ask a student to provide 
such information. On the other hand, to ensure that, for 
example, you are getting women into programs nontradi- 
tional for their sex, you may wish to know which appli- 
cants are women (e.g., is Fran Mills male or female?). 

In addition, programs funded especially for special needs 
populations require proof that the intended target audi- 
ence is, in fact, being served. According to the January 
1980 Vocational Education Reporter , the following guide- 
line s""exTstl " 



The Office of Management and Budget (0MB) has 
issued interim guidelines concerning the informa- 
tion that may be requested of individuals applying 
for benefits under federal programs. These bene- 
fits can include scholarships and other federal 
grants. Questions about race, ethnic background, 
age and sex may be asked on application forms when 
such information is necessary to determine an 
applicant's eligibility, the amount of benefit 
payable or the compliance of the program with 
equal opportunity laws. The guidelines note that 
any department or agency requiring such informa- 
tion must insure that it is not used in any way to 
discriminate against the applicant. The guide- 
lines were written to allow departments and agen- 
cies to obtain enough information to assure 
themselves that they are meeting civil rights pro- 
visions of the law. 



This whole area is a sensitive one that needs your care- 
ful atter. ^'ion, and one in which you need to stay current 
with federal guidelines. 

Student records . One possible indicator of a student's 
ability to succeed is his/her past record of academic and/or work 
success. Reviewing transcripts and other available prior records 
(e.g., attendance, recommendations, aptitude test scores, inter- 
est inventory results, I.Q. scores, or disciplinary actions 



47 



gram may have a competency P"^"*;!"^;" "J^i^^Ld in ^he occupa- 
re^iS^^'a ftiden??s preparedness for ^-'her vocational 

can accumulate many years °f/^te^ial. In most cd. , 

r^«<-a is the most recent data — what the inoiviauaA i.a 
lately ?^at has bearing on his/her ability to succeed xn the 



prog r am • 



Bear in mind that, because of recent right-to-know rulings, 

tion that this behavior is ^^ill characteristic ottn 
on the other hand, some P°J^ntially helpful information 
be lost in the process of "desensitizing ^he files, 
important for staff to recognize is that their rues n 
affected, and how. 

T,^*-^^ 4-h<a «?i-udent has made initial con- 
.ac. m^^^^o^.'^l'^i^fSt l^^^^" 

TteS X "^u^mitted .y -Xicant U.^^POt^t.e^appU^^^ 

ease (e.g-r I ° n s Ooen this past weekend?"), and 

nrpr;berorTarrh:r^rnfo;^;t?oro^ morr in-depth i^^ 
than that provided on the application form (^-^-r don t ask ques 
tions to which you should already know the answers). 

Counseling/Advising. Each secondary student has an advisor 
at hiiTHS^H^iTi^h^^ This may be a guidance counselor, or an 
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instructor such as the homeroom teacher, or both. A student who 
has been accepted by a postsecondary institution is also assigned 
an advisor! The adviso? should work with the student to plan a 
proqram, both long-range and short-range. The student, to make 
?a?ionaI decisions, must be presented with the total Picture 
(e.g?? total number of credits required for graduation and spe- 
cific courses required for an associate degree in electronics), 
and with assistance in selecting a schedule of courses or a 
series of competencies for the upcoming term. 

in many cases, students will not be entirely sure of their 
precise career goals. In those cases, the counselor/advisor 
needs to providl each student with a range of career information 
and access to related printed and nonprint materials to help the 
student make the necessary decisions. 

Placement exams. One aid in helping students select the 
most appropriate program and schedule of course work is the 
plJcemenfexam. Thele are either developed by the institution or 
aiailabJe comm;rc ially . Sources in which such placement tests 
III be located include the references edited by Oscar Arisen 
SuJos^ Tests in Print and Mental Measurements Yea rbook (Highland 
lark NJ - The Sryph ^ Pres s). In addition , the catalogs avail- 
able' fro^ such organizations as the Educational Testing Service 
and Hough ton-Miff i in list the most up-to-date placement tests 
they have available. 

Placement exams can be used (1) to help student and advisor 
qet a more realistic picture of the student's aptitude for the 
occupation, (2) to determine at what point in the instructional 
seauence?he student needs to start, and (3) to determine if a 
stSfcan be awarded credit for competencies already achieved 
through past educational or work experiences (e.g, . 
pJacemen? in a competency-based program). For "^P^^ ' ^.^^"^cs 
Ly have a glamourized notion of what is involved in ^l^^tronics. 
?he placement exam scores may indicate that his/ner "^^th skills 
are very poor. Discovering that math is critical to electronics, 
tit student could decide to pursue a different program. Or, if 
electronics is s?ill the student's first choice, the scores would 
Indicate Which level of math course the student ^^ould take 
fe q remedial, or developmental, math). This testing P^^ocess 
ri^^eUm^rcalled intake assessment. ^In other words at the 
Doint students are taken into the institution, they are assessed 
?o see Jf t^ey possess the skills needed for success ( e. g. , pre- 
requisite skillS, manipulative skills,, life-coping skills, or 
attitudes toward employment). 

Registration . Registration is simply the process of signing 
in a nd siqning up (enrolling) for the courses desired for a P^^ 
^?nn?ar ie?m/semester. The registration process may be as simple 
^s ha^Lrthe s^condLy studen? fill out a schedule card at the 
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end of the school year, indicating his/her course selections for 
the upcoming yearr for example: 



Betty Scott Homeroom 201 

Business English II 
General Math 
General Science 
Basic Business II 
Physical Education 

At the postsecondary level r registration for some nondegree 
courses may be handled by mailing in a registration form orr 
even, completing a simple form (and paying the fee) at the first 
session of the course* Normally, however r there is a registra- 
tion period during which students go through a formal registra- 
tion process r reporting to specific areas to meet with designated 
staff r complete required paperwork, pay (or arrange to pay) for 
feesr and so on. This may occur immediately prior to the start 
of the term or may occur many months in advance (called pre regis- 
tration, although it is the sole registration) , allowing the 
administration more time to make rational scheduling decisions. . 
As with the application formr any registration forms should be 
simpler clear, thorough t and l^gal. 

Orientation . The orientation of new students should be 
designed to make students feel welcome, to introduce them to key 
staff members, to explain the general layout of the facility, and 
to answer any questions they may have about the school or col- 
lege. Students often meet in an institutionwide assembly first, 
and later attend smaller orientation sessions by occupational 
program area. In the occupational area orientation sessions, the 
student should have an opportunity to meet all staff, be intro- 
duced to class expectations and procedures, and have a chance to 
ask any remaining questions. Some institutions involve upper- 
level students in the orientation process to help welcome and 
guide the students. The orientation process should be well 
planned and conducted because it can help greatly in getting the 
students off on a positive start. 



Admissions Procedures 

The procedures you select should involve the previous tech- 
niques in a way that is appropriate to your institution and 
institutional needs. While the recruitment process tends to 
occur continuously all year long, the admissions procedures take 
place in cycles. For institutions with one major entry period, 
as is the case with most secondary area vocational schools, 
the admissions process may start in February or March and be 
completed by September. In the case of many postsecondary 
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institutions r the admissions and program enrollment process 
occurs in three or four major cycles corresponding with and 
preceding the beginning of each new semester or quarter. In an 
increasing number of institutions , the implementation of con-- 
tinuous open-entry/open-exit programs tends to spread the admis- 
sions process more or less evenly throughout the year. As the ^ 
vocational administrator r your job is primarily one of staffing 
and monitoring this process to see that everything goes smoothly. 

Comprehensive high school . In a comprehensive high school, 
students may often confer with their advisoL^s (counselors) 
briefly r simply sign up for a vocational program when they make 
out their schedule cards r and barring overenrollment r be automat- 
ically admitted into the program. Should there be some selection 
process involved, such as for cooperative education programs, 
then application forms, review of records, and personal inter- 
views may be required. However, this is generally a simple-to- 
arrange process since it all takes place within a single institu- 
tion. The instructor can simply arrange to, interview the student 
during a study hall period, and the student's records and other 
teachers are right "down the hall" if needed. 

Secondary area vocational school . The admissions procedures 
for a secondary area vocational school are usually only slightly 
more complicated than for a comprehensive high school. Sophomore 
students at the feeder schools will meet with advisors/counselors 
there to consider their options and select their programs {e.g., 
college preparatory, general, or vocational). Students selecting 
vocational programs offered at the secondary area vocational 
school then are generally required to submit a simple applica- 
tion form, perhaps asking for each student's first three program 
choices. They may also meet with area vocational school coun- 
selors to discuss their options. 

Typically, at this time, any student applying will gain 
admittance unless a particular program is overenrolled. This is 
not necessarily commendable. Despite considerable efforts on the 
part of some vocational Educators, and despite changing attitudes 
concerning the value of a college degree in helping one secure 
profitable employment, the fact remains that some counselors — 
themselves possessing advanced academic degrees — value college 
and academics. Students still report that, although they were 
encour aged .to take the college prep track, they were merely 
informed briefly of the existence of vocational education 
options, despite their interest. Many counselors still use voca- 
tional programs as a place to put students who can't make it 
anywhere else, and encourage gifted students to enroll in the 
college prep track regardless of the student's stated desire to 
enroll in business programs or carpentry programs. Thus, unless 
a program has far too many applicants, any student who applies 
may be accepted to fill the required enrollment numbers for the 
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program. Only the applicants for an <^verenrolled progra^ would 
be examined more closely so that the most qualified could be 
accepted. 

Clearlyr this is not a reasonable situation. True, enroll- 
ment numbers must be adequate to justify the P^^^""^' ^^^^^^^i^^ 
any warm bodies will not do. It is not fair to the electronics 
instructor to be asked to train a student with no aptitude for, 
or meaningful interest in, math and basic science. It is not 
?air?o ?he student. It is not fair to the P^^Jf ^^^^^^..^-JP^jr" 
of that studPnt. The solution is in the hands of the adminis 
?ra^o?^ Jou Enrollment should be increased by more thorough 
counseling efforts, making each student equally aware of all the 
options available for which he/she has the aptitudes and inter- 
est. You need to ensure that counselors have the necessary 
lfi;rma??on about each student (e.g., scores from aptitude tests 
and interest inventories) and about all the programs available. 
And, you need to make a concerted effort to eliminate the mani- 
lestaUon of the "college prep preference" on the part of any of 
your counselors. 

Ideally, then, a student applying to a secondary area voca- 
tional school should be doing so based on a documented interest 
and aptitude for the program selected, ^nd, probably, the 
secondary area vocational school staff should use additional 
techniques to ensure the students they accept are in the ^^ght 
p?og?ams: interviews, review of records and transcripts, and so 
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Po^^secon darv institution . Admissions procedures at the 
postsecondary level are generally more comprehensive and system- 
atized ?San at the secondary level, primarily ^^""^^^^^^^^^^^tSr 
body is more diverse and geographically dispersed. An instructor 
at a comprehensive high school has ready access to a student s 
permanent records, usually within the same building. A secondary 
area vocational school instructor can get files from member 
schools nearby. However, a postsecondary instructor could con- 
Se^Jably haJe a class enrollment in which no two students were 
from the same high school or shared the same year of graduation. 

Thus, standard procedures must be established for (1) making 
application forms readily available to prospective applicants, 
m qainlng access to the students' prior cumulative records, 
3 lettinl up convenient interview times, (4) registering 
students and (5) orienting them to the institution and their 
se^ected'prSgram For example, if someone writes for an appli- 
cation! bSt 'addresses the letter to the institution with no 
specific person, department, or position ^"^^^J^t^ ' ^^^^^^f ^^'^ 
needs to be routed immediately to the correct person. That 
person ?hen needs to arrange for the appropriate form(s) to be 
remitted quickly with an accompanying cover letter, usually a 
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form letter. This requires that a procedure and established, 
relevant form letters be fixed in advance,. Further, -.f the stu- 
dent must provide the institution with transcripts, additional 
procedures mnst be esuablishecZ. Most institutions will not, for 
example, accept uranscripts if they come directly from the appli- 
cant (who could hi^ve falsified information). It this is your 
policy, then .he acceptable procedures fcr forwardinr transcripts 
must be established and made clear. 

Interviews, too, require consideration of ? ari^^ty of 
applicant needs. The applicant iiay hav to cravel a great dis- 
tance for the interview, may be employed, or may have high school 
classes to attend. Therefore, interview scnedules need co allow 
for interviews at "odd" hours — nights and weekends -and you as 
administrator need to arranc^e staff schedules to allow for this, 
without hardship. 

G eneral considerations . Following the completion and sub- 
miss iorr~of"~apprTcaTTonsT^ effi.cient and nondiscriminatory 
mechanism must be established and implemented to permit a fair 
review of each student's application. Many important tasks are 
involved at this stage of the admissions process including the 
following: 

• Checking to see that all necessary items (e.g., trans- 
cripts and health forms) have been submitted 

• Checking to see that the forms submitted are complete 
and contain the necessary signatures 

• Arranging for appropriate intake testing (if needed) 

• Arranging for personal interviews with instructors where 
necessary 

• Checking . the payment of application fees and the 
possible need and qualifications for financial aid 

• Obtaining a fair review of the completed applications 

and supporting materials by designated screening per'^onnel 

As the vocational administrator, you may be wholly responsible 
for this process or the responsibility may be shared with others. 
Perhaps the most import:ant thing to remember is that you must see 
that no qualified individur^l is denied admission to your voca- 
tional programs solely by virtue of sex, age, race, religion, or 
handicapping condition. In fact, in sowe instances you and your 
staff may be required to make special efforts to admit disadvan- 
taged, handicapped, or nontradi tional students. Care must also 
be taken to see that applications and financial aid data are 
treated conf identically . Since a number of persons and offices 
may be involved, considerable coordination of the entire process 
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is necessary to assure that efficient and fair reviews are given 
all appl ications • 

The notification of a student's acceptance or nonacceptance 
is a fairly simple but very important step following the review- 
of-application process. If a student application is not accepted 
because of incompleteness or other reasons that he/she may be 
able to rectify, the student should be explicitly told what 
additional information is needed. Acceptance notices should be 
mailed promptly, along with information about registration, a 
schedule of classes, and if a new student orientation program is 
to be conducted, the time, date, and place of that program. 

Related to both the review of applications and the notifica- 
tion of acceptance is the concern for acceptance of students in 
accordance with the number of spaces allotted. Different systems 
exist for determining how many student spaces will be allotted 
for each program area. Whatever system is adopted, it should be 
implemented as fairly as possible. In a similar manner, regard- 
less of the particular institution, admissions personnel jnust be 
careful not to accept more students for a particular year, semes- 
ter, or quarter than the available staff and facilities will per- 
mit handling. 

Registration and orientation periods also should be sched- 
uled with students' other obligations in mind. This may mean 
having a lengthier open registration period (e.g., one week), 
with some evening hours provided. It may mean conducting the 
orientation session more than once. 

This concern for the client' s (applicant's, student's) needs 
is the key to providing effectiveT efficient admissions proce- 
dures. Things need to be kept simple . Clear directions need to 
be part of each technique used. Forms are of no value if they are 
unavailable, slow in coming, or impossible to decipher. Assess- 
ment of an applicant's potential is impossible if no one knows 
how to obtain his/her records. The term will not begin pleas- 
antly if students have been abused and confused by long registra- 
tion lines, conflicting information, or unnecessary duplication 
of questions asked. If the only orientation session is conducted 
while the new student is at work, it will be of little value to 
him/her. 

Care must also be taken to address any special needs of stu- 
dents. For example, it is not reasonable to hold an interview on 
the fourth floor of a building without an elevator if the appli- 
cant is confined to a wheelchair. Nor should the blind student 
be expect'3d to complete an application form unassisted. Obvious? 
Certainly, but it is essential that these seemingly obvious con- 
cerns be carefully identified, thought through in advance, and 
provided for in ac tual ity . 
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The goal of the admissions process should be to enroll stu- 
dents, with the least amount of inconvenience, into programs that 
correspond with their interests, needs, and abilities. While 
most of the admissions functions are appropriately delegated to 
other staff, the role of the vocational administrator is to see 
that each of the admissions activities is fairly and effectively 
carried out., It is easy for separate admissions offices to set 
up rules that are awkward and inconvenient for students but con- 
venient for the registrar. Philosophically, you must be con- 
tinually aware that the mission of the institution is to teach 
students and that every effort should be made to keep the admis- 
sions process as simple as possible. 



Review of Procedures with Staff 

It is often true, as already mentioned, that most, if not 
all, admissions and program entry requirements will be estab- 
lished long before the admissions process occurs. However, it is 
the vocational administrator's responsibility to see that these 
requirements and procedures are realistic and consistent with 
institutionwide procedures. It is also the administrator's 
responsibility to see that all staff (and especially counselors, 
admissions personnel, and new staff) are familiar with and able 
to fairly implement the various procedures and requirements. 
Both school admissions and program entry and completion require- 
ments need to be communicated , in terms that can be clearly under- 
stood by students and parents (especially in the case of second- 
ary students). This should be done during the admissions, 
enrollment, a/d orientation processes so that there are no 
unexpected and unpleasant surprises later in the training pro- 
gram. Admissions personnel need to be completely familiar with 
all the necessary forms and procedures and possess a desire to 
facilitate the process in every way possible. Staff should be 
prepared to answer students' questions and to resolve possible 
conflicts with the minimum amount of effort and confusion. 

Staff can be exposed to these procedures in staff meetings. 
A document covering the procedures, explaining do's and don'ts, 
and giving directions for sample forms can be developed and pro- 
vided to staff. Skills needed, such as effective interview tech- 
niques, can be covered in staff development activities. Staff 
development activities could also be offered that orient staff 
members to the range of programs offered at the institution and 
the requirements for each. 

The point is that, if staff are expected to assist in- and 
facilitate the admissions procedures, it is not enough to simply 
establish those procedures. You as administrator must take steps 
to ensure that all appropriate staff know what the approved 
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procedures are and understand their role in and responsibilities 
for these procedures. 



Monitoring of Staff 

Your final, and continuing, responsibility for admissions 
involves monitoring the process to ensure that it is being 
implemented as designed and to ^get feedback concerning areas 
needing improvement. Spot checks should be made and informal 
feedback should be gathered, according to some organized plan. 
Although you can delegate some of this responsibility to others, 
you should retain at least some of this responsibility yourself. 

Spot checks can be made at all points in the process. Is 
intake assessment occurring as needed? When acceptance/non- 
acceptance decisions are made, are all the necessary data avail- 
abl,e for fair decisions to be reached? Are completed application 
and registration forms satisfactorily filled out, or are there 
consistent errors, indicating a problem with the forms? Does the 
registration session appear to be moving smoothly, or are there 
long lines and students wandering around with confused or angry 
looks on their faces? Following registration, are all the neces- 
sary data in for each student. Are the data complete? Have all 
fees been paid? 

Although it is possible to develop formal devices for 
obtaining feedback concerning the effectiveness of the institu- 
tion's admissions procedures, informal techniques can generally 
provide you with sufficient information to identify problems and 
make needed improvements. In regular staff meetings, staff can 
be asked to pinpoint any problems they perceive in the system or 
to report any complaints they have received from dissatisfied 
registrants. A sampling of students can be identified and asked 
for their reactions to such questions as the following: 

• Did you receive an application promptly upon request? 

• Did you have any difficulty completing the application 
form? Were the directions clear? 

• Did you have any difficulty providing all the data 
required? 

• Did you have an interview? Was it scheduled at a conve- 
nient time? Was the interview helpful in answering your 
questions? Were you made to feel comfortable? 

• Were you clear on how, where, and when to register? Did 
you receive sufficient counseling? Did registration pose 
any hardships or difficulties? 

• Was the orientation held at a convenient time? Was it 
helpful? Was additional information needed? 
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BV ensaan, 'hat aa.ission. p.oceau.es a.e 
based on reviews of institutional ana J^^^^ ensure that your 

swde"s for Whom your programs have been designed. 



X YOU mav wish to arrange through your resource person 

/ IT^II with and interview an "P^^f J^^^l^f' 

/ « . i-r^i-nr concerninq his/her role in the admissions 
1 «f proc^s^^^TefSr^'the interview ta.es place, you 
\ W should prepare a list of questions you wish to have 

answeredr e.g.: 

. How directly is he/she involved in each step 

of the admissions process? 
. What other persons are involved, and how? 
. What problems has he/she encountered, and how 

can they be avoided or solved? 
. What techniques and procedures does he/she 
find to be most effective? 



Optional 



YOU may wish to arrange through your resource person 
to meet with and interview staff with direct respon 

Vr-f II ^am sions Jficers guidanoe sta... adm.n.stra- 

""^A^ L^^^to view the admissions/enrollment proce- 
rres'in ctSon!"l£ nSt. you can as. 9-stions about 
the procedure used, how ^t.is Kept simp e how it is^ 

;:?uUo:s/iono°uir;ifo ^htatn'sampl^s^'of the 
?Srm"Ssed. Following the interview, you may wish to 
critique the procedures and materials usee. 
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The following "Case Study" describes how one adminis- 
trator, Mr. Corotis, planned and managed his institu- 
tion's admissions procedures. The institution is at 
the postsecondary level, but the general principles 
are similar, regardless of the level. Read the case 
and critique in writing (1) the performance of the 
administrator described, (2) the procedures used, and 
(3) the sample form provided. What was done right 
What was done wrong? What should have been done 
instead? 



CASE STUDY 



The groundwork was completed. Through staff assignments, 
meetings with staff and advisory committee members, and a reviev; 
of all course outlines, Mr. Corotis had compiled an up-to-date 
report of all the institutional and program requirements that 
would affect admissions/enrollment. From this report, the admis-- 
sions staff had developed criterion-checklists to use in screen- 
ing students during the admissions process. He then met with the 
admisa^ions staff to review and update copies of last year's proce- 
dures. 

In order to ensure that everyone was aware of the final 
procedures, he arranged for a handbook to be developed. The 
handbook outlined the procedures and described the staff respon- 
sible for each step in the process. During a staff meeting, he 
passed out the handbook and presented a brief overview of its 
contents . 

Mr. Corotis was very proud of^ the work that had been done. 
Staff had been very cooperative, and consequently, the groundwork 
laid seemed quite solid. Staff seemed to feel involved"^and 
enthusiastic. In line with recent legislation, a real effort had 
been made to meet the special needs of students. A bilingual 
person would be available for interviewing and during registra- 
tion to assist students enrolling in programs designed for 
limited- or non-English-proficiency students. Staff had been 
given detailed information in their handbooks concerning 
employment opportunities for special needs students that they 
could share during interviews. Arrangements had been made to 
ensure that interviews and registration would be conducted at 
varying hours to accommodate student needs. Everything seemed 
organized and well publicized. 

In an effort to monitor the process and get feedback on its 
adequacy, Mr. Corotis dropped in on a registration session and 
casually talked to a few students. He introduced himself by name 
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and job title and asked how it was going. Each student smiled 
brightly and said •'Just fine, thanks." Thus, Mr. Corotis was 
shocked when he received the following letter:* 



Dear Sir: 

I almost decided not to enter your institution after all. 
Everything started out all right. I attended an interesting open., 
house, picked up an applicationr completed it, and mailed it in. 
Shortly thereafter, I got a call from a very pleasant person 
requesting an interview, which was scheduled at a convenient time 
for me. The interview went well; the interviewer provided me 
with a lot of useful information. I was scheduled to take a 
battery of tests and met again later with an advisor to plan a 
program of courses. From that point, everything went downhill. 

Registration day was rainy, very rainy. I reported to the 
building named in the printed instructions, but I must have gone 
in the wrong door because I couldn't find the right area. When I 
finally found it, I also found very long lines. I waited in one 
only to discover it was for students with last names beginning 
with A-H. So I moved to the right line and waited some more. By 
the time I got to the head of the line, two of my courses had 
been closed out. I had to leave the building, dash through the 
rain^ and find my advisor to get approval for two different 
courses. Naturally she'd left for the day. I gave up and went 
home to get ready for work. 

It took me three weeks to straighten the whole thing out. I 
couldn't figure out how to complete the registration form [see 
p. 61]. And I found out that I could get into one of the "closed 
out'*^ courseis just by speaking to the instructor personally. My 
classes so far are great, but I do not look forward to the next 
registration period. 

Sincerely, 



Mark Rozenman 



Mr. Corotis met with the registration staff, who admitted 
there 'd been son.e problems. He then appointed a committee to 
plan strategies to eliminate such problems in the future, fol- 
lowing which they would meet to discuss the proposed strategies 
and select the most appropriate. Mr. Corotis had no wish for 
such hardships to occur again. 
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Compare your completed written critique of the "Case 
Study" with the "Model Critique" given below. Your 
response need not exactly duplicate the model 
response; however, you should have covered the same 
major points. 



MODEL CRITIQUE 



Mr. Corotis started off on the right foot. Establishing a 
thorough basis for decision making, involving staff in a mean- 
ingful way, providing staff with a detailed handbook, and 
explaining that handbook at a staff meeting were all excellent 
first steps. The fact that staff had been cooperative and seemed 
enthused is a good indication that he is providing good leader- 
ship and adequate motivation. 

Perhaps the beginning of the problem that eventually sur- 
faced occurred when he and staff met "to review and update copies 
of ^ast year' s procedures ." Based on what happened later, they 
must have directed their" attention just to the inherent logic of 
what was written on the paper rather than conducting an in-depth 
examination of previous procedures used and their success. This 
postmortem exam should have occurred at the time and should have 
beon documented for use in revisions. If it were not, however, 
Mr. Corotis could have, at this time, met with "veterans of the 
process— both staff and students— to get this needed feedback. 
It is probable that, had the planning been based on actual feed- 
back, the subsequent problems would not have occurred. 

As it was, although Mark received ample assistance ini- 
tially, the registration procedure failed to meet some of the key 
criteria for success: simplicity, clarity, and convenience. 
And, had Mark Rozenman not called this fact to Mr. Corotis ^ 
attention, it could have been missed entirely. Mr. Corotis 
attempt at getting feedback previously had yielded nothing. 




that sure of themselves within the organization. The gathering 
of informal feedback does require some forethought and planning 
if it is to be successful. Staff or upper-level students could 
have been assigned to circulate, look for problems, and provide 
assistance. By "debriefing" these, people on a regular basis, 
consistent problems could be identified and rectified. 

In addition, although Mr. Corotis made a real effort to pro- 
vide staff with clear information concerning the procedures and 
their roles in it, it would appear that the same effort was not 



made for the enrolling students. Registration is a matter of 
logistics. It is the simple oversights that can destroy its 
efficiency. Students should know which door to enter. Finding 
the right area should be simple. If the floor plan is confusing, 
and there are a multitude of entrances, perhaps a simple floor 
plan, with arrows pointing the way, could be sent to students as 
part of the directions for registration. Or, those circulating 
staff members and students previously mentioned, could be posi- 
tioned at various entrances to serve as guides. 

Those preregistration directions to students should also 
include information about (1) the possible need to meet again 
with your advisor during registration, (2) what to do if courses 
are closed out, (3) what to do if you cannot complete the process 
as planned, and so on. If advisors are required for some tasks 
to be completed, they should be available at those times and 
situated conveniently rather than in another building. It is 
unclear whether Mark's advisor was supposed to be present but 
left anyway, or whether it was not considered in. the planning 
that advisors might be needed. 

Inadequate staff may be the reason for the long lines, but 
anyone who has stood in a long line at a grocery store or a 
theatre box office knows how extremely frustrating and wasteful 
of timp this is. A longer registration period can spread out the 
enrollees and shorten lines, if additional staff— even on a tem- 
porary basis— cannot be obtained. And clearly, the lines needed 
to be better marked so that a student does not stand in the wrong 
line unnecessarily. Again, if staff and students were available 
and circulating, this might help ensure that students were on the 
right track. 

Finally, the registration form constitutes another weakness. 
Mark should not have been trying to complete it on his own since 
it was obviously designed to be completed by a staff member work- 
ing with the student. This, however, is not clear because the 
form has no directions to speak of. Some directions are needed, 
even if the form is explained to staff (at a meeting or in their 
handbook). This form could "also be improved in terms of layout. 
At present, it has too much information crowded onto one page, 
items run into one another, and the bold lines are too overpower- 
ing. A good secretary could design a visually more simple and 
appealing form. 1.. addition, it may be that Office of Civil 
Rights guidelines should have been checked more carefuj-ly. Items 
requiring information concerning sex, marital status, and ethnic 
origin may be unnecessary and contrary to OCR guidlines. 

Based, however, on Mr. Corotis' proven concern for doing a 
good job and the fact that he reacted to the letter by taking 
immediate steps to verify and solve the problem, he undoubtedly 
will succeed ultimately in providing a workable procedure. He 
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started out well, and he ended with a firm resolve to eliminate 
any problems. The only task left for him to do regarding this 
situation is to contrct Mark Rozenman and let him know his letter 
was received, considered seriously^ and is being acted on. 



Level of Performance : Your completed written critique should 
have covered the same major points as the "Model Critique." If 
you missed some points or have questions about any additional 
points you made, review the material in the information sheet, 
"School Admissions and Program Entry Procedures," pp. 41-57, or 
check with your resource person if necessary. You may wish also 
to check the excerpts from a course catalog shown in sample 4, 
pp. 67-76, to see how such information could have helped Mark. 



SAMPLE 4 






LOS ANGELES TRADE-TECH. COLLEGE 
400 WEST WASHINGTON BLVD. 
LOS ANGELES . CALIFORNIA 90015 

One of Nine Community Colleges 
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STANDARDS OF 
STUDENT CONDUCT 

A tludem enroHing In on© of the Los Angelet Co/rimuntiy Co'log« 
m«r flgf^ttully e^p<K:f ihh\ fho faculty and admntslrators w.ll maintain 
«n onvlfonm«ni Jn whiCf> thoro 13 Ueedom to l«oin Thu requires 
that there t3a tpproprtale condiliona ir^J oppuilurnijos the 
Clatsroom md oo lh« campus, as member* of the Coiioge Com- 
niunlty. »tudent« thouid be encour»^>ed to dove'op fhe cepocii>c tor 
C'lt»cet judaft^enf, to engage m sjsta.ned end independent search 
(oi liulh. and to exercise the<r rights lo tree inquiry end Iroe speech 
In ft ie«pon»JWo. non-vloient manner. 

Studenu shall lespocl end obey civil and criminal law. and shall 
be subject to legal penalties for violation of laws of the city, county, 
state, end nation. 

SfJdent conduct m alf of the Los Angolas Community Coflegos 
muat conform to District end college rutes %no regulations Violations 
bt sucn rules and regulations, for which students ere subjoct to 
disciplinary action. ir>clude. but e^e not limited to, the (oilowmg 

1. WjIIIuI disobedience to dir^cUons of coHoye officials acting m 
the porformai<:« of their duties. 

2. Violitlon cf '•.oliog? rules and regulations mcludmg those 
cofKerning stud'jnt organlretkjna. use of college faciiitios. or the 
lime, placa. and manoor of public eKpression or distribution ol 
materials 

3. Dishoaesly. Such as cheating, or HrKJv.mgly furniBh.ng (also 
Information to lhe colleges 

4 Unauthorized entry lo or us« of t^e college facliltiet 

5. Forgery, alteration, or misuse of college documents, records. 
Of IdenlKicetton. 

6 Obstruction or disruption of classes, edmimstratinn. d«scip;inary 
procedures, or eutnorizsd college aclWities 

7. Thett of or demage lo pioparty belonging to the coMege, a 
■member of the college community, or a campus visito* 

6 Olaofderly. lewd. tndi»cent, obscene, or olfonslvo conduct or 
expression which imerleres with the college's primary cdncanonai 
re*ponsibl!ity or Adversely aHocts e student s atandit»g as a reopen- 
aibte member of the cotluge community. 

6. Assault Of bonery, abuse, or any threat of force or vtdonce 
directed toward any member ol the col'eqe community or car.; js 
visitor er^aged in authorised eciiv-ties. 

10 Um. possesS'On. disiMbution. or presence on e campus while 
under the Influence of aicohotic beverages, narcotn. or oiher 
dangaroos drugs, such as marijuana and lysergic acip diUhyiamrda 
(LSD), eicept as expressly pormtttod by law. 

11. Posseaaion, while on a college campua or al a colldg* 
aponsored function, of any ol the following weapons (except persons 
gNen permission by the coiioge President or h's dos'anated repre- 
Seniativei or mamters of law enfotcemont agencies. a» police 
ofticeri). any ins*«^um-jnt Or weepon of lhe *i'nd commonly ^nown 
as blackjack, stmg shot, fire tromb. bUiy dub. sanoclub, sa^idbag. 
metal knuckiee, any dirk, dagger. Wearm (loaded or unloaded), as 
p»Dloi, revotvef. rilio. etc.. any kmie having n blAda longer tnan dve 
kKheS. any iwtlchbiada longer than two inches, eny razor w.th .-rn 
ungutrded titade. any metei plpa or be used ar Intended to be 
used as a dub. or any item, such as a chain, usee to threaten boddy 
h*rm. 
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NOTICE 

Thr L>;s Angeles Ccmmunily CoHogft 0>slrlci and Los Angt lea 1 radc* 
T#cMn»cal Coltoge hntf»> mA^r o^vty rf*«sonablo atlort to dettttnnin«t 
ihBi c^orytriMQ %*nlv{i tn this litn Atif|«io« 1 raJa.TochniCAl Colirgr 
cia^s SThpdtile is ac ui.tli*. Coutuct ><nd ptugrama olfarert. togethet 
•nth oih«r m<tllorv orilotned heicin. ara tubjoct to char^gi) wttt>otit 
«Kit«co by tho AdrntiiistiMlton t>f Ihtt Ins Ang^flaa Comotunity CoHrQa 
IMtMct 'M Los Angf l«s T/)«d« tfChnx C4>tH.-0o l(M rrasunft («IMft<J 
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and the c^Xogc Ijrthot row«fve the itght to a^. amand or repeal 
any of t^(-ir ruifs, reguUltotis, policies And procadures 



SPRING 19" . 

REGISTRATION 
BEGINS 

'^CONTINUING 

4 STUDENTS 
December 4 Through December 1 5 
(Holidays Excluded) 

NEW STUDENTS 

January 8 Through January 1 9 
APPLICATIONS MUST BE ON FILE I 
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GENERAL INFORMATION g 

(Continutd from Poy9 2) . ' i- : : ^ V ."^V * ' - f 

LOS ANGELES TF^AOE TECHNICAL COLLEGE 
GENERAL EDUCATION F^EC JIREMENTS 
THE CALIFORNIA STATE UNlVtftSITY AND COL- 
LEGES 

I. Natural SaE^^^ES • (7 unn% mmimum) OfK courii in Phy»*C»l 
$09nc« tnd on% .c>urM in Biological Soanc* wUh • taboratory . 
Cour&a from eithor fiald. ' ■ 

A. Physictl Sctcnco . \. ^■■ ^ * ^ ' ' ,; .' " . . „. ' • ^ • *. 
. Anthropology 1 -.^ v / . ■ • • 

AiUooomy 1 . ' •< ; ; ., ■:•••;**-'*, .•• .. ' * "h ." 

Chemistry 3_-.4.9_ ' ,r "■" ' Z^'^ ' 

Oeography ' . * " ' . * ' 
Gaology 1. 6_ ' \ " . • ■■«•,■;'.*..*** *■ ♦ ■ 
PnysiCi 11 . W-'--T-.'''-' Vt. ... .ri-' - ".■ ." 

Physical Sciinca 1 . , •. • ' ' ,i ■>'.i v ' ■ >• • ' 
oc>ance1_20 v ^ j .' . . ^- . : 

B. Biological Scienca 7'"' 
Biology d2 . .V/..: v-"-. ; ^ 

. ' Phy»iHogy 1.6 '■ •V* . ' ; ' " * V . V\ 

, Microbiology 1 20_. ■ " • -'r-- ' . ' 

U. SOCIAL SCIENCES - (9 units minimum: 9 courtss raqutr»d) Two 
coursas sra requirod from Group A tnd at laatt one coutm from 
. Growp B. .■- '■ * -'1^' ' • 

A The mandatory U.S. History. Constitution. Stale end Local Govarn- 
ment roqut/ameos mey ba aatisfiad by eithar: 
'History 11 vtHth 12 Of 13 
■ History 41 with 42 : 
History 43 with 44 

Political Science 1 witt) History 11. 12. 13. 14. 41, 42. 43. -.f U 
B. A! least one course -rom lha loilowtog; 

Anthropology 2, 3 ^ .■-•';"..*.'■. '.. 

business 1. 5 • ;'' .- •-;jl.v;.. ; ; 

Economt::s 1. 2. 4. J' •. •'•.*.'^-V.;-v;/; .'-V' ^. ' ' 

i G eogr e phy 2 ' ^"^^ / '"^'i--"- ■ 

History 1, 2 * ^ ' - v 

Uw 1. 30 Potiticei Saanca 2 ^ . . 

Psychology 1. 2. 3. . ~, . '. - 

11. 14 ■ • ■ ... ■ 

Social Science 12. 14 ■ ■ - ;.r, .; i;.^- 

Sociology 1. 2. 12. 1Q ' ' ■ • - - . 
Spanisn 12. IB - ■ ' 

Anthropology^C. 3 
M HUMANlTi£^ \t utmu rtoWnurN Ceursas nt ba taken from at laeal 
two subject fiaJds. . ^ . , 

Art 1. 2. 3. 17. 20. 2J. ■ . • - . 

22.23.27.28 . ^ ;^ >'';.- . 

Chinese 1. 2 ■ . * ■ . -V. . 

English 2. 3. 4. 5, 6. 7. -:.* .'■■ ..' • 

8.11.12.13.14.18 . 

19. 27. 34 , '-{.^ ; : - ' - .. 

French 1. 2 
Humanii.ea 80. 61 
Japenese 8. 12. 13 
Music 1. 6, 28. 32. { 

52.59 .'. A * -- - ;■- y^ v ■ ■ : ' * ■ 

Philosophy 1. 23i -.J 
. Spanrth 1. 2.8, 12. 21. 22 . V ■ 

Speech 4. 17 '"'■■'y * * , ■ * 

Tt\aater Arts 44, 45. 47 ^ . -iK^ • • *. 

^ IV. BAStC SUBJECTS - (1 1 urvts mtniinum) Poth courses required from 
Group A one couoe from Group B. and el least one course from Group C. 

A. Communication - Two courses reQUirad: ^^.^'.i ■ ■ . . >\ 
Engils>"i 1 ^ . • *' . 
Speech 1 - ^ , v'^'^'V V >'; '•• *- 

B. Health Education One couraa required: ; ~ ' . 
Heeiih 10. 11. 12 . - - .'i: • '• '-' V.-v-\ ^, ; > jj.-:^ * 

COther BasK Subjecta - Ona course required: -'.''v 
English 44. 45 ! .. /• ;- • ' . , * ' 

Journalism I. 6. 6 ■ . • 

Mattvematics 3. 4, 7. a 11. 12. 14. 20.23. 24 ^ * . : - , . 

. Philosophy 6 -. ■ .^'■■ f -. • ■ , * -'. ■ .* -J ■' •« 

Speech ^,3 . : ' ' '. " A v : " ^ • :1 ^ ■ 

Steiiatics 1 " . ' 



V. ELECTlVEi> • Additional couisi:S from catognrii^ )i. til or IV 
end eny courses acceptable tor cerUficdtton ty en(< • cotiege mi 
the Los An los Community Cotlegr District mey be o:.ed to meet 
Ihe 40«uni| mimmuit. ' 
Tolet General Education umiv squired " 40 



LOS ANGELES TRADE-TECHN U . COLLEGE 
REQUIREMENTS FOR THE ASSOw'ATE DEGREE 
. A minimum of 60 units must^ completed with e grade point average 
ol 2 0 (C) Of t>«t\er. A minimum ol 12 \>r\\% mus\ be cof%pteted Ift 
residence et Tradu'Tech, Students under ^1 ye>ars of ege must 
(i>clude a physical education course each somAstc unless oxempt. 
Refer to the C^Hega catalog ity 'pacific requirements tor the ma}or. 
ESSENTIAL CiENERAL EDUCATION REGJIREMENT$ For en As- 
' aociete Degres e minimum of 15 units lr>ctudir>g a course m Health 
Education «nit e mmimum of 3 units tn each ot the tolK>wing areas 
are required: Neturel Scii/nce. Soctet Science. Humanities, end 
Laurning Skills. The following courses may ba used to sdtisty .he 
15-unit Qener^ Educetion Requiremenu: 
1. Naturel Sci«nce (3 units mmtmum) 
' ;' - Anthropology 1 . Geotegyl.* 
. A;troooniy1.2 Microbiologv *. 20 

■ B»oJogv3.23 Oce»nog»sphy 1 

Chenwstrv t. 3. 4. a. n Physica! Scief«e 1 

'■. Env«fonmenie' Studies 2 Physics ft. »1 

Gaography 1 Phystology 1.6 

' 2. $c 4-lai Sc" ice (3 units minimum) Any one of the fnltowing courses 
' win aatisty the requirement m pr*lo;.a). etete and locet govarnment 
Wetoryft. 11. 12. 13. 14,3J. . , ■ - 

41.42.43.44 
Political Science 1.J3 ' ' ■ 

- 3. Humenlties (3 units minimum) . ■ * . 

/' Art V 2. 3. 4. 9. 17. 20. 21. 
23; 27. 28 
Chktesa 1.2 

■ Bullish 2, 3.4.^6. 7.8.11. 

■ •' A-* . 12. 13.14 18. 18, 27.30. 

-.' 34.f? 
. . french 1.2 

Humanities 60 ' ' 
4. Learning StuHs (3 urMts n)inimun) A^y one of the foUoMung rqursee 
wUl satisfy the requirement it> writter^ commu*^ :«tiona: 
Business 'S2, 33 ^ournetlem 1 

"•' , English 22. 28. ' Sacreterial Science 32 

29. 4^. 45 • ■. ■ Supervif-^w 12 . 
, 8. Health Edjcation (one covsa required] > 

Health 10. 11. 12 0 latth 11 is 3 unite) 
* ' The 1S>untt General f.'. iication requirement mey be completed with 
additional courses from those listed at>ox ' or from the foik>ring 
alectives: 



Jepene«e8. 12. 13. 14.21.22 

Joumaiisn' 71 

l^iCl.:;' 32.52.55.59 

PhOosophy 1. 2. a 2Z 23 

Spanish 1. 2. M 2 

Speech 4. 17 

Theater Ans 2. 44. 47 



Anthropology 2. 3 
Buatneu 1. S. 31. 38 
Economica 1. 2. 4. 5 
English 71. 33. 48. 47. 64 



Mathematica 3. 4. 7. 8. i.. 12. 

14. 20. ?3. i4, 30. 31. 32. 
37. 39 
Philosophy 6 



V 



Environmental Studies 4. 6, tOPblit'cal Science 2. 7. 41 
Finance 8 Payc'.oiogy 1, 2. 3. 4. 6, r. 

OfOf^raphy 2 , 13. 14, 20 

*^i9\sn, I. 2. S. £. ^9. 70. 24. 27SacreUrlel Snence 31 



'1. 



Social Scienc»: 14 
Sociology 1. 2. 6. 11. 12. 13. lb 



Journalism 5. 6. 16. IB 
'\; Law 1. 30 . - 

Spanish 16 -.l 'iy 'v .■■■^ V-' - -t.; - > . 
\ Special Educetion 20. 23 ~, ' 
\Speech 1. 2, 3. 9. 11. 13 . . ' 

StellsUca 1. 2 • • " 

Note: These requirements mey not completely fulfill General Cduci- 
tlon requiremenu lor a luuf-yaer Institution. Consult ^/tth e counselor 
' ragardlng the Irenster cufrlcufum. 



I 'aA'^i<ii'^riiia>e^ 
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. ^TRANSFER INFORMATION FOR 
CALIFORNIA STATE UNIVERSITY AND COLLEGES 
ADMISSION. M,o» Ano«l»* trade- Tcchniciir ColK»ac studonl seik- 
ino idmiMion Jolt CaWcwnia umv«r»ity or cottogfl should file in 

upDlicition *.th (h« siKlt mjlilultofi dJirno Ihe Mmg P^'^fC "^^^V 
th« '.nivers.ty Of colleg* Appl.«t.on» art »^«''"^; \[\^*' 
rtcr. Counselif^g Olfic*. A stodent wfio was aJiQiM admlu on 
to iht Calrtofrt* Stat« University o< Colleges t^pon his graduatlwv , 
from hiflh »chooi but has att«rKJ*0 a commimtty coliega must htvf 
•arrwJ a oreda po»nt »vi».ga of or battef *n the total program 
attamptod ana have t}tet\ in good atarMS.rg »n ordtf to be 3ccaptad 
by tha sUla institution, A student wno wm mtttglbta for admistUi 
10 tha California State University and Colleges on the basis cl the 
hnh school record msy beconne eligible after completing 56 or more 
transla'Sble i- ^'nester units of college worV wnh a 'XT everege if 
the 5h»deni is tn go-vd standing at the last college altunded. A student 
mt^nd.ng to transier to a sUte urwvefs:ty o* college should plan his 
Dfooram lo meet the graduation requirements of thai milltullon 
REQUIREMENTS FOR THE BACHELORS DECREE The degree 
requirements At the CeMornla Slate University and Colleges consist 
in general, of two parts ^, 

(1) Mainr depwln>«nl requUementt wf»ch are a pan oi me 
student* f>e«d of spocta'ljation See a Counselor, 
■ " ■ {7) General education requirements which are riiqiiued of «n 
/ ' degree candidates 

GENERAL EDUCATION REQUmEMENTS If an college work before 
l/en9t«r lo a Cailfofnie sute umven y or college vyiii have been 
completed al one or more of the conoges m the l.os Angales 
Community College District and il the A A degree will be earned, 
the Los Angales Trade-T^ch pcogram lor general edocatiun certifjca- 
t»or» should be loliowed. ' . • ^ 

Thv student wtw wnl not quality for th« Ivs Angeles Trade-Tech 
certification musi plan lo meet the sp«c»licCanlofnJa State UmveisHy 
and Cofieges c/ileria lor compJeHon of a gen«i«i education patiem 
before aarning the Bachelor's ditgree. Consult the Ccwnsoling Office 
and the catalog of the state instilutioo for 3 list of courses nppHcabie 
toward these «^uirement». • ^ .v - , 

<1» He must complete all d his college wofk at LA TTC or have 
transfer creo.t only from another college m tl* Los Angeles 
Community College Otstrct. - , -a 

\2} He musi peUtion tor an A.A. degree (a minimum ol eo 
units required) ' « . 

(31 He must complete LATTC General Education Certificate 
requirement as ouUined on the reverse of Ihis sheet 
. !n add'tion to the basic 40.unit pattern aet forth, severs) ol Vhe 
California Stale Universities and Coilegea require specific courses 
and additional units Consult with a Counselor fof detailed mlorma- 
lK»n These un.ls may be completed at LATTC or they ma, be laKen 
after transfei to tne state institution. ■■ 



OPEN CLASS POLICY 

Unie%» specit.cRil, enemf 'ed by statule. e^ery course lor whtch yale 
-•Id claimed is luity open to any person who ha^ been admitted 
io the college md who meets the epprnrnate aradem-c prere- 
quisites iSen.re Bin t641. Chapter 3?3 nf the 1970 'totutes) - 



COIRSE :>ESCRIPTIONS 

In ddditnn to ihe coutse titifl and the number i-i units per s«»mesilet 
the loiio*'n3 code tettors be lound. 

U - This course is ' jcepuble for credrt aH branches ol the 
University of Caillornie ^.^ .^.k. 

The following four designations roler I ) the transfer.ibifty to the 
California Slate Universities and Colleges 
{t) B--baccalauraate tpvel — transferable 
{2) 0 occupationsi level — not norirsliy if»n»ferabie 
<3» PD -prerequisite level of development level — not normally 
transiembic , 
\Ai L-limited number d unHs luo accepted 'or nansior 



NON-DISCRIMINATION POLICY 

• fi.e Los Angoles Commnnty College District, in compliance with 
Civil ftghls legtsiation. hereby assents that it does not d'scnmrnaio 
on tha basib ol roce. color, national origin, ancestry, rehg'On. creed, 
sei age or handicap m its employment or educational programs 
ar.d Activities, inquiries regarding the application ol the poi.cy may 
be dnecied to the DMoclnr of Human Devclopmenl. Telephone 380- 
6000. E*L 31& 



STUDENT RECORDS 

T;.e Los Angeles Coma>unity College Oiitnct. in co-nphance wUh 
Federal and State taw. has established policies, rules and 'eg jiat.ons 
reoaiding student records, and the control ol personally ideniit.able 
information The responsibility lor carrying out these provisions is 
charged lo the College Records Officer designated by the cmei 
administrat.ve oll»ce on pach campus 

At Los Angeles Trade-Techmcal College tno Coordinator ol Ad- 
missions and Records serves as the Re-wds Officer, with an oM-ce 
located in Room A-tW. Cop»osof Federal and State laws and D.str.cl 
and college rules and regulations are maintained on file, which are 

■ available lor inspection and inquiry by students and olh»ff properly 
qualified individuals 

All educational records maintained by the various offices and 
departmenis of the college pertaming to an individual student, oihor 
than ihose specifically expected by taw. are open to In^pecfon by 
Ihe itudent concerned. The accuracy and appropriateness ol these 
records mAy be challenged' m writing lo the College Records 

; Copies ol locwds may be obtauwd «i a cosi not to exceed the actual 
costs ol r..product»on Requests lor acccis to records and copies 

' ol records sh^juld be directed lo the Records OMcer other man 
requests for tranr^npts wh.ch die made direclly lo Ihe Ofl-ce of 

AdmiSSKMtS. ..... 

• NO student records oi personally identifiable inlormatmn other than 

■ directory information wUt be retwased to any Individual or outside 
party without the express consent ol the student concerned, other 
than to those individuals or agencies specHically excepted by law 
le g college oflidals. governmental otlicals pursuant lo their tegel 
duties, agencies in connection with Imancial aid. etc.). Ouestions or 
concerns with reference to the release of rfilormatinn should be 
directed to the Records Officer. 

•he responsibilities ol Ihe Records O'licer indudo the interpretation 
and application ol Board polices regarding the location ol various 
tynes ot records, the review and expunging of recgrdi when 
appropriate, maintaining a log- o< lecord ol Eccess. the rights ot 
students and former students, and making available cniena used 
ui Ihe deleiminalion of ' orficials and employees- and those indfvid- 
uM^ with legitimate educational interest* ■ A sludent has the right 
lo liir a complaint m\t\ the United States Depart.nent o» H»aH^. 

* Edu.:ution and Welfare conce'mnp an aucged MHure ot the college 
ro comply with Federal taw (Secnon 438 oi tne General education 

\ Provtstons Acti. , , 

■ The L' .s Angeles Community College* may release directory intcrma- 
tion Ihj directory information »»h<;h may be released mcijdes. 
stuCtf.ii 5 name, eddress. telephone number, date and place ol b^th. 
maior field of study clast ichedutr.. paM.cipation in officially r^cog- 
nljed wtivities and sports, we-ght and height ol members oi Jthletic 
teams, dale of attondance. degrees and awards received, and the 

- moflt ri^cent previous public or prorate school attended bythe 
studoitt The ktudent has the right to reouest that this directory 
ihfoimtlwn not be released. Provision be made by the college 
Ujt the student to make this request as part n' the admissions 
procedure during lha registration process. This directory infom.atlon 
may released to prospective employers. In media re'easoi in 
aihi-l*c press. jooKs. In announrer^ents o! scholarships and awards, 
and l'>r other purposes approved by the coilege administration. 
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SPRING 19-- :i 
SCHEDULE OF CLASSES 



CLASSES BEGIN 
JANUARY 30 ; 

SCHEDULE SUBJECT TO 
CHANGE WITHOUT NOTJCE 



LOS ANGELES v: 

TRADE-TECHNICAL 

COLLEGE 

400 WEST WASHINGTON BLVD. 
LOS ANGELES. CALIF. 90015 
ONE OF NINE 

LOS ANGELES • 
COMMUNITY COLLEGES 



The 10% Ai>oeie« CrKrimunity CoHege DJflrlcl and Los Angel« Trad«- 
Technicjii CoHeg© have m«d« every reasonable aflort to detefmlne 
met everything stated m this Los Angsles Trsde-Technteai CoMege 
cioss schedule .-s accurste Courses and programs offered, together 
w.!h oinef maltef s conUiried herein, are subject to chenge without 
notice by ths Admm/straiion ol the Los Ar>geles CoiPftiunlly College 
OisUict or Los Angeles Trade-Technical College for reasons related 
:o student enrollment. Ieve» ol hnanaal support, or for any other 
re.<son. at the discretion ol tne dtslrict and the college. The district 
■nd lha college lurther reserve the fight to add. arnend. or repeal 
any of Vt^%v ru»eo. regulations. po*ictes and procedures. ' 




ACADEMIC AND GENERAL EDUCATION 



■ LOCATION OF COLLEGE CLASSES ■ i^-: 

College Classes are held at the following locations by Building and .^r^ 
Room Number: Classes held In Buildings A, B, C. D, E. F, H. J and j 
K are located on the Main College Campus, 400 West Washington 
Boulevard, Los Angeles. Ca. 90015. Classes held in Building GS are ^ ^^v 
located at 1368 South Georgia St; - . v ^Su^'^^" - v;>^^^^ 



Arts. Phito&ophy and Social Sciences Departnrisnt Offerings ^ 
Adniinistralion Of Justice. Anthropology, Art ChtW Developmenl. Educa- 
tion. Geogrephy. Meallh. History. Law. Music. Philosophy. Political 
.^Science. Psychology, Social Science. Soctotogy. Special Education 

Language Aria Deparlmenl Offerings "** 

Chinese, Developmental Communlcalons. English. French, Humanilies. 

Japanese. Journalism. Spanisfv Speech. Theater Arte . 

Library/Media Technology Department Offerings . ' 
tibrary/Media Techntcian . . .--^ - * - ' '\-:,<<. ' 

Physical Education Department Offerings • ^ ; v^r:^: : 
Physical Education, Recreation Leadership . ■ . . ; 

Science and Mathematics Department Offerings * ' ' 

Astronomy. Biology. Chemistry. Environmental Studies. Geology. Math- 
ematics. Microbiology. Oceanography. Physical Science Pftysica. 
Physiology, Stallstlcs 

I Labor Studies • ' Z'^--!' ■ ' ■ '•*■■■■" '"" "* 



-. .-Li"***-;'. -; :. . 



•iii-Thi^iiiv.^iai 
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'•'..JWIPULILi JL I 



illi|F(mMATION CENTER: K BUILDING. 

1st FLOOR LOBBY . 



Addi«| &i»d Drupplnn ■ Can, 

■:::^^V::^::r':-:A^TKU, CluBRe ol 

to Trade-Tcch...../ 



. Career Guidance Center 

& Supplie* •••• 



. Bun TicVrl...^;.."..--....^ 

Campu* OuM, Joining ft rormlnR 

Cbild Carr : 

Comm unity S<r\ire« Washes 

Course Work Problrm* 

Crrdit. \o.rredit Cour»e» • 

Credit b> Examination 

Cooperative Edocatioa - 

Karly Kclcase. MUlury 

EOP ft S.........i.; •••• 

Peer loiinsellnc & Peer Tutoring Offered 
' Event! un rumpus. Scheduling ft Attending.. 
; Financial .Aid » • 



Ftc. Paving ur Waiving 

• Foreign RtudenU IF-I VikaJ 

. Grade Changei. -...........«• 

;;. Graduation. Petitions 

Gradaaiioo. Coonsellng 

<;rants...«..~.:.*v- — 

Health Problemi............... .....'..v .. 

• KlRh .School Stodent^ iVeyieyl 

ID Cards. Replacement '. «— 

* ' lafonnatinn. General 

^ Job^. Applying and Finding .....I.... 

Ijocatlo): »;iuclmU - • 

. ..Loans - 

> * Lost ft Found....*. -.. 

- Money 

■ Parking Permits 

■ • PofftertL. IJteratiire. Perrolision for 

Piatt mcnt Scorrx .v: — — 

■ Personal Guidan^x 

Petitionc. Gt^cral ■ 

Recreation. Uifturr. Garnet. .Stody — 



. Registrativa Quextlons 

. Rttidi'nrr Information J^.. — 

ScholarKhtpN....: 

" . Student Uaderkhlp. Government 

::y -rirLZ^^iT':: i-' * TelevlMon. Claitirt hy 

TransUr. to Another School 

Tran»rript». How to Obtain Them 

,~ Tp t or : ....»...,; 



..* Veternnx" RenellU 

. : Vcteranii* Urprcsentative Office... 
Withdrawing from Cullege 



Gttldance A-ISM. > AM Ji P.M 

Admiftlont. A IM. « AM » P.M • f,. 

^Guidance. A-IM. 7;M AM.R:W I'M . -■f ?;^ 

: M.I77.«;30AM.4I'M * . 

Bookstore. K.IW. Mon Thur • 7:30 AM K PM ^ 
""yri . 7:» AM4:30 I'M 

* ■ »«A*1M ' '. ■ '. 

"rjl.Stodent ActlvUles; K OO.H, « AM-4 PM 

Building N. AM-: I'M 

P-IM 

Guidance. A-IM, 7:30 AM^i W PM 

Guidance* A-IM, 7:W \M^:30 PM 

:. Department Chairman 

.....„.Mr. .Nardclla, EZIS. 8 AM^;30 PM 

Veterans Office, A-U:. Mon-Thur - 8 A.\M:30 PM 

PM4:30 PM; Fri • 8:30 AM^iW PM . 
..........PIUB. M-F, $.4:30 PM 

' ' ' Student ActlvitJes. Km 8 .\M^ PM " 
'"".'.....Flnandal Aldi Olfice. P-IW. 9 AM-S PM 

Moo & Wrd • 4 PM-7 PM; Alvu. for forms and 
aulsUnce: EOPS Peer Coun<rli>r«. P-118R. - • 
I AM 4:» PM ■ ..^ r 

... .;...Builn^sl Ofrice. K-12«. .\M-7:3n PM 

....Mn. SqullUnU. A130. 8 AM-S PM /' V^V '; 

^Admissions. A.1^4. « AM^:30 PM ; - 

: ' . Admlsstlons. A-IOO. 8 AM^:30 PM ^-'^^ ;y , 

' Evening StudenU. A W. 8 AM X PM .* V^. .\-*^ 
.* .:... Guidance. A.138. 8 AM-8 PM ■ 

Financial Aids. 1M07. » AM Z PM 

Mon ft Wed . « PM'7 PM } - 

_ .Kealih Center, B-102. MnM-Thut '7.-00 aM-^ Jfl PM; • 
' Frl.7:0OAM.3J0PM.S«t.«AM.3PM IV':- 

;!'.;!!r.]Ad^Hlons. A-1M ft m. !. AM-8 PM 
Information Center, K-BuiWinK Lobby 
Student Activities OlOec • . 

: Placement Office. M Pb.KAM-IJOPM . . , y.- 

^ .. .Student Activities. X-UOH. 8 AM^ PM 

Financial Aids. P-lo:. 9 AM i PM ,.. >; 

............ Campuf Police. IVISO Open 24 hours , " . 

...^ Sec Financial Aid -'..J • : • 

Business Office. K lU - ^ . .v^ 

^ Mr. MHU. Student Activities. K.M8. « AM.4 PM 

GuldaniT. A-l». 7:3fl AM .1 PM , 

Guidince, A-lM, 7:30 AM.H:3<» PM ' - 

Forms at A-lOO submit to counselor at A-13U 

L...J,.'....Student l<ounge. Rasmu'ot ol K«Bullding 

8 AM^ PM v i. ;. i. 

. dance, ^ l^, 7:30 .\M.8:3U PM 
"i^iZ...... ;misBion^. A-IOI ft 10b, 8 AM-9 PM 

Fiwnrial Aids Office. P-W. > ^M-: PM - ; 

Student Body Offices. K-OM ft KWi . . 

L ... Guidance. A-IM. 7:30 AM4:3« PM ^ V. rvV^ 

Gnldancr. A-l-W. 7:30 AMJ«::W PM , > : 

Admissions. A lO;. 8 AM.4:30 PM 

^ Tutoring. K IIO. Mcm-Thur . «:30 AM-9 PM 

Fri - 3:ni' AM-4:M PM: Sat - 8:30 AM-I PM • ;v 
". ■ Tntrrs alsu available m P USH ft K-lOt . '-J'^. 
Veterans* OKlcc. AI37. ^(l»o.Thur - 8 AM- ^ •* 
4:30 PM ft 6 P.M.it:M PM; Fri - 8-30 AM.4:30 PM 
■ , . .F IWA. Mim. Tue & Thur- Iff .IM 6 -10 PM 

* ■ "• Wed - 10 AM K:M PM: Fri • ^ AM SrM PM ; 

.... AdmisJtionv. A W & 106. 9 AM-8 PM iv 
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ERIC 



Learning Experience III 



FINAL EXPERIENCE 



*Terminar ^ v Wiile' working in' an actual administrative' situ- 
Objective J "ation, "manage student recruitment and admissions.* 

manage Student recruitment and admissions. This 




:j^r^j;5> V'!>r ranging for the preparation of . ; 

^X'^^S^'^^ 'r^^'vi'-'inent .materials V.'"- ;" 

- '^^^^^ implementing admissions y . ;, 

-^^r-'--i:^:^-' ■■■^ - procedures . : ^ ■. ^ -:v;:iv-..V'^'>/''''-'V: r ^^:''\>i*2^5^ ;■ 

appropriate persons, and groups 

;\ and applying affirmative / 

^ 'I,': :{^^_-. action laws and regulations -o.:; ;^>;:;v-i:;^- ■ ^ 

r ^he recruitment and admissions V;: 

as needed ' ■ ^'i./'-'.^';' ■' '■' ' 

•■•-^^y::*NO to the nature of this experience, you 

^ ; ■ :V will need to have access to. an actual administra- 
• 'tivfe situation over an extended period of time. 

As you complete each -of the above activities, 
r'.vf; document your activities (in writing, on tape, - 
' . . through a log) for assessment purposes * 



continued 



*If you are not currently working in an actual administrative 
situation, this learning experience may be deferred, with the 
approval of your resource person, until you have access to an 
actual administrative situation. 
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EKLC 



PINAL EXPERIENCE continued 





;|^?'irange • resource person review any 

A^prQduc ts^^^^ of recruitment and admis- 
;sions procedures 7 or printed recruitment mate- 

'^rials) p^^ undisr ybur leadership, and the 

Vddcumentation of your activities. If possible r 

;^^^rrangeH^d;^^ observe at, 

%least^oi^^ you .are working with 

;^^^>^v:U^-i;^^ adrais- 
. which you 

vv:i^:-':-::.;;^ in recruitment) • 

F-'- ■ ■ ■. 

' ;':^^^ou^ by your 

^^r^sburce"^^^ 1^ usina. the: "Admi 



, . -v^^6as;e^ the assess- 

: ; : -CM^en ; ;i;;q^sb uirce pe r son v il 1 deter 

■^'^'■^^^ bbnipetent in managing student 
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Name 



Date 



ADMINISTRATOR PERFORMANCE ASSESSMENT FORM 

Manage Student Recruitment and Admissions 

Directions ; Indicate the level of the administrator's accom- 
ii'': ishment by placing an X in the appropriate box under the LEVEL 
OF PERFORMANCE heading, Ifr because of special circumstances , a 
performance component was not applicable^ or impossible to exe- 
cute, place an X in the N/A box. 



LEVEL OF PERFORMANCE 



^d^• ^<fi' ^ ^iS^ 



In managing student recruitment 
activities, the administrator ; 

1, specified (or arranged for the 
specification of) recruitment 
priorities based on a careful 
analysis of: 

a. the institution's nature and 

goals/mission Q I | I | I I 

b. who should be recruited Q Q . Q Q 

c. where prospective students 

...^are □ □ □ □ 

d. how active recruitment 

efforts need to be □ □ □ □ 

e. financial and staff resources 
available to carry out the 

task □ □ □ □ 
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LEVEL OF PERFORMANCE 

^o^^ ^oP' QP^ ^•f^^''^ 



designed (or arranged for the 
design of) a recruitment strategy, 
including: 

a. selection of techniques 

(activities), LJ 

b# description of each strategy/ 

technique •,. LJ 

c. steps to be taken for each.... Q 

d. tentative date(s) for each.... □ 

e. persons to be involved in 

each LJ 

f. budget allocations...* □ 

designed (or arranged for the 
design of) a recruitment strategy 
that met the following criteria: 

a. eabh strategy/technique was 
corisistent with and appro- 
priate for the institutional 
siti^ation d] 

b. each strategy/technique 
should be effective in 
meeting the institution's 
recruitment needs LJ 

c. the tentative dates listed 

seem realistic* LJ 

d. the appropriate p«?rsons or 
groujps had been suitably 
involved (e.g*, advisory com- 
mittees and former students).. LJ 

e. adequate attention was given 
to special needs group'^ and 
affirmative action policies... LJ 



□ □ □ 

□ □ □ 

□ □ □ 

□ □ D 

□ □ □ 

□ □ □ 



□ □ □ 

□ □ □ 

□ □ □ 

□ □ □ 



mm. 



.',_'i.i(t;5.r.; 
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LEVEL OF PERFORMANCE 



^d''* ^cP' C»o<^ ^i.^ 



f . Strategies/techniques were 

coordinated with other school/ 

community events to eliminate — _ _ — , 

calendar conflicts | I 1 — 1 I — I I — I 

c. strategies/techniques were 
articulated with other 
recruitment efforts (insti- 

tutionwider districtwide , and _ _-| p-. 

statewide) I 1 I — I ' — I • — ' 

arranged for the preparation of 
effective recruitment literature 
and materials that were: 

a. bias free □ □ □ □ 

b. targeted to the characteris- 
tics and interests of the — ^ , _ | — . . — i 
intended audience I — I I — II — II — I 

c. attractive... D □ □ O 

d. accurate • □ □ □ 

e. complete (e.g., contained all j — , 
necessary information) | I I — I I — I I — I 

kept staff informed of their — — . — . 

recruitment responsibilities | — | I — II — II — I 

ensured that all staff had ade- 
quate Information to recruit — — — ^ | — . 
effectively ..v..* I — I I — 11 — ' ' — > 

encourr'.ged staff, students, and 

former students to participate in p-. 

recruitment » I — I I — ' ' — ' ' — ' 

participated in recruitment — ^ p— . j— , 

activities as needed.... I — I I — 11 — II — ! 

monitored the recruitment efforts j— . p-, 

periodically.. I — I I — I ' — ' " — ' 




mm 
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LEVEL OF PERFORMANCE 



^cP' 



In managing student admissions r 
the administrator ; 

10. identified (or directed the iden- 
tification of) the following 
requirements that form the basis 
for the establishment of admis- 
sions procedures: 



i 


a. 


institutional admissions 


□ 


□ 


□ 


□ 




b. 


accreditation and licensing 


□ 


□ 


□ 


□ 




c. 


program entry requirements 
(e.g.r prerequisites 


□ 


□ 


□ 


□ 




d. 


program completion require- 
ments (e.g. r competencies 


□ 


□ 


□ 


□ 




e. 


graduation requirements 
(e.g.r number and types of 


□ 


□ 


□ 


□ 




f . 


affirmative action laws and 


□ 


□ 


□ 


□ 


11. 


directed the development of 


□ 


□ 


□ 


□ 


12. 


directed the development, a:\*pta- 
tionr or revision of all neces- 
sary admission forms, each cf 
which was: 












a. 




□ 


□ 


□ 


□ 




b. 




□ 


□ 


□ 


□ 




c. 




□ 


□ 


□ 


□ 




d. 




□ 


n 


□ 


□ 



fa 
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LEVEL OF PERFORMANCE 



^o^* 9^" sr'*' 



13. 



14. 



15. 



oriented all appropriate staff 
to the admissions procedures and 
their role in the process i 



provided r-lrlit ional information 
to staf<' ^ ic^es^iary (e.g*r 
overvic . logram offerings^ 
oriental o vocational educa- 
tion r or v-ctkshop on effective 
interview techniques) ..^ 



monitored the entire process to 
provide reinforcement , offer 
assistance^ and obtain feedback... 



□ □ □ □ 



□ □ □ □ 

□ □ □ □ 




Level of Performance ; All items must receive N/A, GOOD, or 
EXCELLENT responses. If any item receives a NONE, POOR, or FAIR 
response, the administrator and resource person should meet to 
determine what additional activities the administrator needs to 
complete in order to reach competency in the weak area(s). 
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ADDITIONAL RECOMMENDED REFERENCES 



CA: jos£.>y-Bass, Spring 1978. 
,.,n H.n. public co ^-^^-^-n-" i" Vour schools Arlington. Vft: National 

school Public Relation s Association, 1978. 
Farlow. Helen, publici. n^ and Pro.otinc, Programs. New York. NV: 

McGraw-Hill BooK company, 1979. 

Ihl-nfeiat. Wlllla.. AcjOe^^iga^^^ 

yg|iy|H|!g^f ^.ar^^^^^^^ 

K Q*- nt Recruitment. Alexandria. VA: Council for 
r -Es.ina the .»™. of Tcsn.fer." ronnimity »nd Junior 

i June 1976. 

.vocational Education Cuiaelines ^or Bliminating Ois^imination Denial 

REVIFW PERIODICALS SUCH AS THE FOLLOWING: 
, »i.her Education (P.O. BOX 699 Hightstown,^^^ 

includes write-ups ""^ J°^"^^"*h«dware. software, and systems for 

shops, short courses, seminars, 
> recruitment and admissions. 46 issues per year 

. , Public Relations Association. 1801 N. Moore 

Education USA (National f=hool Public Reiatio 

St^iitTArlington. ^A 22209) , decisions, school-based 

llllfr..rli^ll^T. XiiT^iii-S. Of ea„c.tion.l ...options. 

HinorltvEaocition (P.O. Box «561, Pl.il>delP|;'J. ^J^iitjl^is i„„„lved In 

retention, counseling, etc 
,j^SS^^e:,sl^ (National Association of Secondary School Principals. 1904 

A ssociation Drive, Reston. VA 22091 synopses of model 

includes articles of J"^erest Jdmin ^ ^^^^^^ 

activities, reviews of booKs, eaicoriaxB , 



COMPETENCY-BASED VOCATIONAL EDUCATION ADMINISTRATOR 

MODULE SERIES 



Order No. Module Title 

LT 58B-1 Organize and Work with a Local Vocational Education Advisory Council 

LT 58B-2 Supervise Vocational Education Personnel 

LT 58B-3 Appraise the Personnel Development Needs of Vocational Teachers 

LT 588-4 Establish a Student Placement Service and Coordinate Follow-up Studies 

LT 58B-5 Develop Local Plans for Vocational Education: Part I 

LT 58B-6 Develop Local Plans for Vocational Education: Part il 

LT 58B-7 Direct Curriculum Development 

LT 588-8 Guide the Development and Improvement of Instruction 

LT 58B-9 Promote the Vocational Education Program 

LT 58B-10 Direct Program Evaluation 

LT 588-11 Manage Student Recruitment and Admissions 

LT 588-12 Provide a Staff Development Program 



OTHER MODULES IN PROGRESS 

Additional modules are being developed through the Consortium for the Development of 
Professional Materials for Vocational Education. The Consortium is supported by the 
following member states: Florida, Illinois, Ohio, New York, North Carolina, and 
Pennsylvania. 



RELATED MATERIALS 

LT 58A Guide to Using Competency-Based Vocational Education Administrator 
' Materials 

RD 141 The Identification and National Verification of Competencies Important to 
Secondary and Post-Secondary Administrators of Vocational Education 

RD 142 The Development of Competency-Based Instructional Materials for the 
Preparation of Local Administrators of Secondary and Post-Secondary 
Vocational Education 




For information regarding availability and prices of these materials contact- 
Program Information Office 
The National Center for Research 

in Vocational Education 
The Ohio State University 

1960 Kenny Road The Ohio State University 

Columbus, Ohio 43210 
(614) 486-3655 
(800) 848-4815 
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